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To develop workplace literacy competency and English
language proficiency among workers in small
manufacturing and service organizations.

Employees in various positions in six small companies
enrolled in classes targeted to provide higher skill levels
in English communication and basic skills needed to
increase efficiency in their growing companies. The
curriculum was designed to help the workforce
communicate with each other in English, to makc
judgments and find solutions to job problems that were
once only handled by upper management.

Workers learned job functional skills that have
helped increase their accuracy and communication
within the company. Course modules were developed to
instruct workcrs in service and manufacturing
environments to rcad, write and calculate more
accurately in job-related situations. Employees
improved English communication skills on the job, and
benefited from increased self esteem, improved
understanding of work assignments and job coping skills.

Ranged from ABE through 12+

I 1. TARGET POPULATIONS: Specific job categories within cach company
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12. EXPECTED NUMBER 900
OF TRAINEES:

13. PARTNERS: Hann & De Palmer; M. Grumbacher, Inc.;
McLean Engineering; Rhein Chemie Corp.;
Saddat Associates, Inc.; Setco, Inc.
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Project Abstract

As partners, Mercer County Community College, Hann and DePalmer, .M. Grumbacher, Inc.

and Rhein Chemie sought federal funds to assist in the development of a model program of

workplace literacy that would assist 900-1200 adult workers who had inadequate basic skills to

perform their jobs and were ineligible for career advancement due to lack of these skills. Once the

grant was obtained, three companies joined the project. These three companies and the three

additional small businesses that were added to the project all have less than 200 staff in their

organization with total staff of under 700. Therefore the projected number of students was reduced

to 600.

Each partner made a significant contribution to the program and was committed to the

ongoing success of the project. As both service and manufacturing industries moved towards

technology in the application of their work the necessity of the development of a workforce with

strong skills and high levels of functional literacy became critical. In a region where there is a

dramatic downsizing of manufacturing organizations, it became apparent that the economic vitality of

the companies depended upon adult workers who had the functional literacy to meet the challenges

of the rising demands for literacy-based job skills.

The need for the program was great. Because the participants had diverse literacy needs the

college to developed a contextual approach to literacy that related basic studies to tasks at work.

The project directly related to literacy requirements and actual jobs at the sites. By establishing a

partnership among an educational institution, service industries and manufactures of art supplies,

chemical products, electronic cooling equipment and plastics, the project included all the elements

that were required to develop a program that could be replicated in a wide range of work places.

Curriculum was determined by a literacy audit. A DACUM process was conducted for each job

category at each site targeted in the program. An orientation and assessment program was

conducted, and with a grant extension, a total of six training cycles were conducted at the facilities.

A strong support services program was provided in conjunction with the instructional

workplace literacy program that increased retention. Each employee participant was assessed and an

individual educational plan was developed to outline an educational program. Both formative and

summative evaluation procedures were used to assess soecific program objectives.

6
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I. ESTABLISHING AND MAINTAINIlski PARTNERSHIPS

The Partnerships

Mercer County Community College began the program with three business partners who

were fully committed to making this project a success. Once the grant was approved three more

small to mid-sized businesses joined the project. Each organization considered the project a part of a

larger effort to link the experience and expertise of the college with the training needs of their

industry. With the six companies in the project the college was able to create a model program that

could be replicated for most industries in the Central New Jersey economy.

Mercer used its extensive experience conducting work site programs and developing

customized training programs for business and industry to work with these companies. The college

had previously administered two national workplace literacy projects which gave it substantial

experience in evaluating the needs of business organizations. In addition, the college had already

worked with some of these partners to provide other programs for their workforce. This prior

experience encouraged the openness of communication that was required to develop a strong

partnership.

Six companies participated in this project with the college on this project: Hann and

De Palmer (HD), M. Grumbacher (MG), McLean Engineering (MCL), Rhein Chemie (RC), Sadat

Associates, Inc. (SD), and Setco, Inc. (SC).

Hann & De Palmer, a leader in the fulfillment and information services field, provides a full

array of marketing and promotional services to Fortune 500-type companies. Their services include

warehousing, distribution, fulfillment, inventory management, data services, database management,

direct response marketing, printing services, sales promotion, and 800# operator ;ervice. As a five

year old company, Hann alid De Palmer is rapidly growing and needed staff who could assume new

responsibilities accurately and competently. Hann and De Palmer represented a service provider that

was struggling to recruit and retain workers who could speak English well enough to understand

directions and all workers who could use criticdi thinking and problem solving to complete their

assignments on time and within budget.
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Grumbacher, a teading manufacturer in artist paints and supplies, has been a reliable source of

employment for many underprepared individuals in Central Jersey. It has been undergoing

significant changes in its organization as it moves towards statistical process control measures to

assure quality higher quality in its products. The company has a stable workforce who had limited

basic skills which was previously not a problem on their job. However, as the company now

competes globally, it must assure quality control and accuracy with by implementing statistical

process control and other verification measures that require more in-depth understanding the of basic

skills and higher level math skills. Moreover, many of the workers could not speak English and had

to take instructions from a bilingual plant manager. If he was unavailable, communication between

the two cultures broke down. In addition there was great concern among Grumbacher's plant

supervisors about the current workforce being prepared to utilize the new technological equipment

when it was instituted. This underpreparation had significant implications for the continued

employment of low-skill workers and for the productivity of those who remain employed.

Rhein Chemie is a small manufacture employer in the Trenton area and as such represented

the declining smokestack manufacturing industries that were once the predominant employers of

lower-skilled workers in the metropolitan area. Rhein Chemie, a chemical manufacturer providing

chemicals to an international market, required a skilled workforce. Like most other Central New

Jersey manufacturers, they were competing for scarce human resources in a competitive geographic

region. Oftentimes, they had been forced to accept employees whose language, literacy and

numeracy skills were below a desired level and this impacted their accuracy rate.

The college added three small businesses to the partnership that greatly enriched the program.

McLean Engineering is a small manufacturer of electronic blowers. This company hired a diverse

workforce that included workers from Asian and Hispanic cultures. Although these workers had

excellent work ethics, they were unable to communicate in English with other workers or their

supervisors, and instructions were given by visual example rather than spoken explanation. This was

time consuming and often led to errors that had to be caught by others on the manufacturing line.

Setco, Inc. is a slightly larger organization that manufactures plastic bottles. Its organization

was undergoing rapid change in the types of technology that was required of its workforce. Since



the 1980's, accelerated technological change has influenced this manufacturer to shift to automated

production which demanded a more literate workforce. If they were to retain their current

workforces and remain viable, the company had to address employees' basic language deficiencies

and technical skills deficits. Preliminary needs assessments suggested skills inadequacies among their

employees, especially with communicating in the English language. It needed a workforce who

could follow directions, understand how to keep the highly complex robotic machinery running at

peak levels, and could communicate effectively within departments and with other shifts.

The final company had a slightly different profile. Sadat Associates, Inc. provides

environmental engineering studies for private and public organizations. The employees in this

company were relatively new to this country and, although highly educated, had difficulty speaking

and understanding American expressions. This was impeding their success as clients found it difficult

to communicate effectively with their staff. Therefore, others in the company had to spend

considerable time rewriting reports and communicating with clients to make the operation a success.

Learning to accurately write technical reports so that the layman could understand them using

correct American language was a challenge that this company undertook.

The main emphasis of the program was placed on having an immediate and direct impact on a

target population of 900-1200 adult workers who had inadequate skills and for whom training meant

continued employment, career advancement, and/or increased productivity. The original target

number had to be revised to 600, a more realistic number given that the entire hourly workforce of

these six companies was only that number.

Each company invested heavily in the program and encouraged their employees to participate

in classes. They provided replacement coverage when possible and permitted classes to run daily at

their sites in training rooms and offices refurbished or built for the program. In addition they

assigned human resource personnel to help administer the company logistics of the program, and

gave release time for the workers to attend classes and advisory council meetings, literacy audits and

other elements of the program as required. During the grant period the in-kind contributions from

the six companies was $295,281, which reflected a sizable contribution for companies ranging in size

from 40 to 190 worker.-,

ii1
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Although the six companies had diverse literacy needs, the college addressed this diversity in

a contextual approach to literacy that merged basic skills to tasks at work. The contextual approach

had the advantages of making the tasks easier to learn and lessening the stigma of "remedial" school

work. In contrast to literacy approaches that assume one basic curriculum is applicable to the needs

of all, the Mercer program assured that the literacy skills being taught were relevant to the particular

literacy requirements of actual jobs in the workplace of the business partners. The college staff had

experience in the development of job-specific curricula. They were able to customize programs in

both technical training and basic training for business. By establishing a partnership among an

educational institution, manufacturers, and service industries, the project included all the elements

that were required to develop a program that can be replicated in a wide range of workplaces.

The college provided a strong support service program in conjunction with the instructional

workplace literacy program to increase retention. Employee participants were assessed and

individual education plans were developed in conjunction with the educational programs. Both

furmative and summative evaluation procedures were used to assess specific program objectives.

Responsibility of Partners

Each partner was responsible for specific tasks. Mercer County Community College was responsible
for the following:

Conducting needs assessment
Developing curriculum
Disseminating curricula to employers and educational institutions
Producing video tape
Developing and administer assessments
Developing instructional materials and modules
Disseminating instructional modules to employers and educational institutions
Developing personal development workshops
Producing instructional guides and program materials
Disseminating instructional materials to employers and educational institutions
Providing orientation
Providing counseling, advisement, referral and follow-up services
Conducting over-all evaluations
Hiring and supervising project staff
Ordering and maintaining equipment
Providing grant administration and monitoring services
Providing instruction on the company sites
Contracting for external evaluation
Evaluating curriculum materials

10



Hann and De Palmer, M. Grumbacher, McLean Engineering, Rhein Chemie Corporation, Sadat
Associates, Inc., and Setco, Inc. were each be responsible for the following:

Providing planning team for task analysis, curriculum development and evaluation
Providing work related materials for curriculum development
Providing training facilities
Recruiting employees
Providing data on employee job performance and attainment
Conducting site specific evaluations
Testing replicability of the model literacy project for other employee groups
Providing released time for employees to attend classes
Continuing development and implementation of the program at the end of the grant period

The Advisory Committees

Each company selected a panel of employees from all levels of salaried and hourly staff to

help customize the program for their organization. To the extent that they carried out their

responsibilities their work helped shape the program and provide corrective measures. In addition,

because the companies were small other employees within the company often offered sugpstions

and acted as liaisons with the college to suggest activities that reflected the changing work

environment.

The Advisory Committees were responsible for the following:

Providing information which helped update, modify, expand and improve the quality of the
program
Making recommendations to strengthen the curriculum
Identifying needs, determining priorities and reviewing and evaluating the program
Recruiting students
Acting as a liaison between the employees and the college to assure that all needs were being met

Organizational Procedures

To understand the organization in order to implement a workbased program, Mercer

analyzed the jobs and/or tasks targeted for this project using a functional context orientation. Since

the industries who joined Mercer in partnership were dissimilar, the examples in the curricula and

job-specific assessments they developed differed. Mercer worked with each partner on a "literacy

audit" process to identify the specific skills required for each job category targeted by Hann &

MIL1441..5 te.nt....9,,O.1...A1/7.1...4,10.11.1..I.OMR,I,,,
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De Palmer, M. Grumbacher, McLean Engineering, Rhein Chemie Corporation, Sadat Associates,

Inc., Setco Inc., for basic skills upgrade training.

The audit process involved observing workers performing their jobs, interviewing those

workers, and interviewing the supervisors. A DACUM (Developing a Curriculum) process, which

systematically analyzed each component of a job and the academic competencies required for that

skill, was then developed. Using this information a matrix of the skills and competencies required for

each major job type was charted. The college then used the DACUM chart to develop a curriculum

that was directly linked to job requirements, skills and competencies. The companies found this

information valuable in understanding the specific skills their workers needed.

Mercer customized the training offered to the particular jobs being targeted. This

incorporated information acquired from on-the-job observations and interviews with employees in

targeted jobs, discussions with supervisors, and the collection and analysis of the written materials

used in or required for those jobs (e.g. manuals, reference charts, certification examination materials,

occupational safety examination materials, labels, etc.). Training materials developed were sensitive

to the learners' workplace literacy needs and incorporated the literacy skills necessary to specific

jobs. The relevance of this alignment between the learners' work experience and the development of

training materials motivated and promoted learning and helped in the transferal of learning. This was

instrumental to the success of this program. The learning was adult oriented and created an

atmosphere for employees to be effective learners.

In addition to academic skills, all courses reflected the new environment of businesses, i.e.,

the need for team building, problem solving, critical thinking, and creative thinking. The focus of the

program was to create strategies for the workers to provide them with skills to deal with their

changing environment. The program was based on the philosophy that workers needed to be able to

change as their jobs changed, and there were enabling strategies that workers could learn that would

make them more valuable workers in the future.

With this information Mercer customized the literacy training offered for the particular jobs

being targeted. The training established a replicable instructional program to develop literacy skills

that were both job specific and basic so that participants acquired functional literacy skills that were

12
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applicable to the increased skill requirements in their workplace. This increased their productivity,

job retention, retrainability, and career advancement potential.

To enhance a continuing support service program in conjunction with the instructional

workplace literacy program a counselor was assigned to increase participants' retention and

completion of the program. She provided in-take counseling, mid-point assessment and an out-take

counseling. She was also available for intervention if a student was having difficulty or wanted to

drop out of classes. Because the companies were so small, often the students developed a counselor

relationship with the classroom instructor and used her for a support system as well.

All of this groundwork helped to develop a strong partnership with all six companies that

ensured that the project goals were accomplished and that the program continued after the grant

ended.

II. ESTABLISHING RELEVANT CURRICULA

Audits

In analyzing the overall skills of the workforce, the literacy audit identified the following

basic skills/literacy deficiencies: oral and written communication on various levels within the

organizations, limited English proficiency, basic literacy skills including math related to blueprint

reading, logical/rational thinking skills, and workplace sensitivity and other interpersonal skills.

Specific areas for intervention included:

Language-Based Literacy
understanding structure and content of instructions
reading and interpreting work orders
reading and following specifications accurately and quickly
completing forms and documenting work processes and accomplishments
following directions on how to operate complex machinery and equipment such as numeric
control equipment;
reading and understanding digital output
monitoring and verifying correctness of work done
recognizing form and function of particular materials
reading, writing and speaking in English to perform work required

Graphic Literacy
interpreting flow charts that document job processes and locating sources of errors
understanding graphic or statistically oriented information
reading graphs and charts, flow charts, and specification tables

13



interpreting computer generated graphs and other data information and making appropriate
decisions
understanding blueprints as it related to specific jobs

Content Knowledge
recognizing work related vocabulary terms that appear in instructions
recognizing and comprehending the technical terms used in quality improvement processes
recognizing physical quantities and their units

Numerical Literacy
understanding specifications
understanding and implementing techniques required for quality monitoring and improvement
understanding estimates and specially relationships required for packaging

Interpersonal Skills
learning to learn
setting goals
setting time management
building self esteem and confidence
learning assertiveness training
understanding stress management
understanding career mobility options
understanding team building

Using the DACUM as a major tool to develop curricula, all the needs identified were addressed
through a comprehensive program that integrated needs assessment, instruction, support services and
evaluation.

Evaluation

Evaluation is essential to any educational process. Therefore, a significant emphasis on

evaluation and accountability was integrated into the program. Mercer implemented an evaluation

design that included both formative and summative evaluation to assess the effectiveness of the total

project.

The college's internal evaluation was formative (on-going) and summative to allow for the

constant monitoring and adjustment of activities to insure that they were on time and of high quality.

The evaluation design consisted of several components.

Performance Evaluation Measures Monitoring

The project staff developed measurable performance evaluation criteria for each of the

program activities In addition they: documented all efforts and activities of the program. All

program were competency-based and included pre and post-tests. They documented all persons

served by the program and described the methodology for data collection.

lb 14



Demonstrable increases in worker productivity were anticipated as learners improved skills

which had been identified as critical to successful task completion. For example, prevention and

correction of errors increased as a result of ability to use manuals. Overall, worker's reliance on

literacy increased, as did the ability to judge when documents should be used, with resulted in

improved effectiveness and efficiency. This was especially true in the McLean where diagrams, part

numbers and blueprints were so critical for their success.

Impact Surveys

The partners attempted to gain perceptions about the progress of activities and their benefit

to their institutions by measuring these perceptions of the effectiveness of the grant.

These impact surveys contained specific questions for each activity such as:
What is the impact on each of the individual partners?
What is the impact on each of the individual participants?
How have the components of the program affected mastery of basic skills content?
How effective has the private sector involvement in the project been?
What is the impact of the project on resolutions of the problems the project addressed?
What has the impact been on job advancement, job performance, and skill acquisition?

Student Information

In addition, carefully constructed questionnaires and interviews were used to collect data and

reactions to activities of the program. Student and staff information was critical to evaluating:

Student Input
ease of access
relevance of materials/information
perceived accuracy of information
perceived value of activities
suggestions for additional services and information

Staff Input:
activities, interactions, sentiments
suggestions for revisions/additions
ease of using materials/test data with students
quality and usefulness of faculty development activities.

This extensive use of survey data allowed the project staff to identify those components

which had the greatest impact and those activities which were perceived to be less effective.

15



Extensive surveys were conducted to determine how effective the instructional materials and

product distribution to employers had been. In addition to the questionnaires previously described,

employer on-site visits were conducted by the project external evaluator to determine the

effectiveness of the instructional products distributed by this project. (See Appendix G)

Summary Evaluation

Mercer planed an extensive summary evaluation. The approach to this task was two-fold; to

conduct an extensive process evaluation and to contract with an external evaluator to examine all

elements of the project. An external evaluator was employed to evaluate all elements of the

program.

Through the implementation of this evaluation design, Mercer provided a thorough

evaluation of all grant related activities.

Course Outlines:

Specific course outlines are included in the Appendix C.

Customized Learning

The college developed a curricula that reflected the needs of the adult learner at a worksite.

While the literacy audit was being completed, the college staff evaluated existing workplace literacy

materials from the previous two National Workplace Literacy grants that the college was involved in

and selected portions of those materials that were relevant and transferable to the new sites. This

served two purposes: first, it validated the transferability of products developed for previous

industries; and, it provided a basis to begin developing additional customized curricula. Existing and

appropriate materials were adapted and new materials was developed in order to align instruction

with the audited needs of all six companies. Source books were purchased for instructor reference,

searches of ERIC Clearinghouse and other agencies provided enormous assistance in obtaining

information about the latest information in the field. However, because the needs of the clients were

16



teaching, the workplace literacy team developed new material to satisfy the specific needs of each

workbased environment.

The curricula development began with the literacy audit which included the use of the

DACUM process. This job analysis was a way of critically assessing the components of a given job

in order to describe the job. The curriculum developers sought to describe the job, determine the

required behaviors of that job, and identify the conditions under which these behaviors should occur.

Particular emphasis was placed on job tasks that required reading, computation, and problem solving.

To gather this information, workers were observed on the job to get an understanding of the thought

processes used by competent workers. Staff collected printed materials workers used, and observed

methods that workers used to solve problems.

By observing and interviewing workers and examining job-related printed material, the

project staff was be to better understand the demands of the job. This understanding allowed them

to prepare materials designed to teach the basic skills required for each job. Other outcomes of the

literacy audit included samples of printed materials that workers used on the job and job task

scenarios which were used to create simulation exercises for workers. Through this comprehensive

evaluation program developers saw how a competent worker thought through a task and used this

information when creating instructional materials.

Research has shown adult learners are more likely to succeed in their studies if the subject

matter, materials and methods are relevant and appropriate to their own individual interests and

styles. Therefore, upon entering the workplace literacy project, the students were given

individualized proficiency testing. The results of the testing was used to develop modules at various

levels of proficiency. However, in these small companies all classes were heterogeneous. Therefore,

all course modules contained specific competency objectives that were cumulative to the program.

To assure that all workers could receive this training, the modules overlapped within the disciplines.

For example, in this way, students taking English as a Second Language could still learn how to

estimate the amount of boxes required to fill a pallet.
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The one exception to heterogeneous classes was for individuals who were unable to read or

write at the most basic levels. These individuals met individually or in very small groups with an

instructor or a counselor with curricula customized to their very basic needs. This curricula

expanded from learning to read and write their names and addresses to interpreting company

information and computing basic numeric functions on the most basic levels.

Each student had an orientation to the program in a group session and than had an individual

appointment with the counselor/guidance specialist who developed an individualized educational plan

that covered their involvement in the program. The individual development plan set personal

educational and work goals for each employee and identified the steps necessary to accomplish those

goals.

The plan was a tool for the learner, the instructor and the evaluation team. It was used not

only to guide the provision of appropriate, relevant instruction, but also to monitor the instruction

and learning process and to begin to establish a broader plan for on-going learning once particular

job skills were obtained. Developing employees who are "life-long learners," although not a direct or

measurable objective of the proposed project, is an important goal of these businesses as they enter

the 21st century. Similarly, employees began to view life and work as a continual learning process in

order to be able to succeed in the changing workplace.

In designing the literacy program, considerable thought was given to the environment in

which the training took place. Each of the partners and particularly the college had experience in

training adult workers. Each of the partners recognized the important effects the training

environment had on learning. The environment had to be welcoming, physically comfortable, and

supported by materials of interest and relevancy to adults. Therefore, each company provided space

on site using existing space or by creating space in the building and furnishing it appropriately. Four

of the companies also provided additional office space for the instructors which became a hub of

activity for students to come for additional assistance or counseling. In addition, the companies

provided additional space for an on-site computer lab for employees to use on their own time. These

were well equipped and comfortable training rooms that were fully equipped with desk-top

computers, learning materials, and comfortable seating. These training rooms were open during

18



break times throughout the normal workday and after hours. In addition, the learning resource

centers in the college's campuses was open after work hours, on weekends, and during the evening

for students to drop in and continue to reinforce their learning. Few employees took advantage of

either the colleges resources or the company learning centers because of family and additional job

constraints.

Providing basic skills training in the workplace raised additional issues that had to be

addressed. Trainers had to understand and respect the workers' needs for confidentiality regarding

skill levels, educational background and perhaps even participation in a class or tutoring. The

location of the training had to be easily accessible as well as comfortable and non-threatening.

Training schedules had to be flexible to fit the work shifts at particular job sites. Two of the

companies were on a three shift schedule. The classes for these companies began earlier and ended

later than the other sites. Classes ran from 8 a.m. through 6 pm. weekly to accommodate all the

companies.

III. PUBLIC RELATIONS AND RECRUITMENT

Presentation to Workers

Most adults are reluctant and embarrassed to come forward and be identified as someone

who needs training in basic skills. The workers at the six companies were no exception. Many

workers were afraid that their deficiencies might mark and embarrass them and were concerned that

information about their lack of literacy might be held against them. Many of the same workers had

negative experiences with schooling and did not have much confidence in there own abilities.

To allow for maximum access to the program by these workers, the college tried to make the

program as "user friendly" as possible. The counselor and staff developed an orientation program

designed to provide information, dispel fear, and promote participation. To reduce the fear factor

even further, the college encouraged workers to meet individually with the counselor and teachers

who were assigned to their work site. This bonding removed significant barriers to employee

participation. In addition, with management solidly behind the program, workers knew that their
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jobs depended on them improving themselves through this program, rather than hiding their

deficiencies from management.

With the support of all six companies, the project director and a teacher/counselor team

vistted the work site to talk to supervisors and all the workers at team meetings set up for this

purpose. They introduced the program, disseminated flyers and posters, and were available to

answer questions about the goals of the program and the benefits to the participants. They also

announced the time for individual meetings with workers and described the extent of the program.

In addition the supervisors talked to their direct reports about the program and encouraged their

participation. Flyers and announcements were placed in strategic locations and articles were

included in the company newsletters.

Due to time cOnstraints and a decision to have smaller personal meetings with the workers in

these small companies, we did not develop a video for the orientation portion of the program.

However, towards the end of the program when there was a need to institutionalize the program

without federal funding, the college developed a promotional video to use to market the workplace

literacy program to other organizations. With limited time to speak to workers, and limited

resources of companies to show a video to large groups, the staff felt that a more hands-on approach

to orientation was a better avenue to encourage the workers to be part of the program.

The counselor spent a considerable amount of time at each location interviewing employees

and preparing them for the program. By the time information appeared about the start of the

program the teachers were setting up their offices at the sites and were available for questions.

IV. ASSESSMENT, PLACEMENT AND COUNSELING

Assessment Procedures

In small companies time away from the job is critical. Therefore the college had to limit the

time and number of people involved at testing at any one time. The initial assessment of a small

sample of workers was completed after the orientation program to determine general levels of math

and reading competencies. The college used the TABE test because it was normed and considered a

reliable test. However, the TABE test was not work related, and this had a serious impact on the
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reliable test. However, the TABE test was not work related, and this had a serious impact on the

post-test implications. While it was determined that generally all the companies were functioning

between a sixth to ninth grade level, functionally this information required much more in-depth

information to be useful. Other tests were reviewed before choosing the TABE. The CASAS test

was not used because of the time required and the level of information obtained. The Educational

Testing Service Test (TALS) was not used because of time to administer and score and length of the

test. Although, the TABE was selected, the staff recommended that any additional program use an

in-house test that will validate the competencies being developed, or to work with a testing

organization to achieve these results. Observations of the Wonderlick Test (Published by

Wonderlick Personnel Tea, Inc.) holds some possibility because it is normed with job labor codes

and competencies and only takes 20 minutes to administer. However, this test also has its drawbacks

such as unrealistic grammar performance, and needs to be evaluated further.

Results determined that many workers had severe deficiencies in reading, writing, math,

communication, English as a Second Language, etc. The implications of these patterns were clear:

workers needed to increase their basic skill levels in order to retain jobs and adapt to new tasks in the

workplace. Therefore, the students, with the counselor and teachers' input, were placed in classes.

In most cases the level was appropriate and the individual functioned well in the class. In several

instances, the individual was unable to function in that class and was tutored individually or placed in

a small group with an instructor. In addition, everyone was given the opportunity to use computer

reinforcement to practice their skills. Progress in class was monitored through teacher-constructed

pre-and-post-tests, in-class activities, and student self-assessment.

Counseling

The project counselor assisted in the orientations, prepared the personnel development

workshops/seminars, conducted the workshops/seminars, was responsible for academi advisement

and the development of the IEP for employees enrolled in the program. The counselor worked with

the students to complete their stated goals.

0 J
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Initially, the counselor met with each person to develop an individual education program

(IEP) and to suggest appropriate courses available in the program. As the program progressed she

conducted on-site workshops in personal development issues such as goal setting and time

management. These workshops again reinforced the goals being taught in other classes such as team

work, questioning techniques, and communicating with peers and supervisors.

One of the strongest components of the counseling program was a Learn to Learn program'

where the workers were empowered with techniques to use in the role of students. Such aspects as

how to ask questions, how to organize the material, how to take assessment tests, how to relieve

anxiety were developed in a non-threatening environment. As the conclusion of the grant, many

workers commented that this was a strong feature of the program because it was very motivational

and provided specific strategies for success.

The counselor met with the students mid way through the program to assess their progress,

and at the end of the program to do the final assessment. Additionally, she was available for students

at risk of dropping out, and tracked the students progress through the program. (See Appendix H.)

V. FACULTY AND STAFF

Staff and Training

The college was fortunate to have staff involved in this project who were part of the last

workplace literacy project. They were a dedicated team who each possessed expertise in several

areas and were expert in adult-centered learning. The two most important issues in selection of staff

for a project such as this is to have instructors who are flexible and adaptable, with expertise in

several content areas. Although few people are credentialed in reading/writing, math and English as

a Second Language, those who are certified in at least two of these areas are more beneficial a

literacy program because this allows for flexibility in scheduling assignments. In multi-site, multi-

work shifts programs this flexibility becomes vital. An additional resource is to hire adjunct

I Learning to Learnm1 Critical Thinking Skills for the Quality Workforce, Learning Rcsourccs, Inc., Stanford, CT,
1991.
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instructors on a long term basis for off hour courses that are hard to staff. These adjuncts need

additional training in workplace education and also need to be adaptable and resourceful.

There were several changes over the course of the program. Ms. Patricia Carr, who was

responsible for 50% time on the project for counseling, was assigned to other duties before this grant

was awarded. She was replaced by Ms. Martha Gunning, an experienced counselor on staff at the

college.

For the first three months the instructional staff was not available for this project. Instead the

start-up staff consisted of the program administrator, the project director, the counselor and the

curriculum designer who developed the curriculum, assisted in the DACUMs, visited sites,

performed audits, and determined ways to achieve goals and meet the intense schedules. Once the

entire staff came into the project, daily, then weekly meetings became part of the staff development.

These meeting included discussing new trends in the field, curricula and individual student progress

or challenges. The staff also benefited from a centralized resource library that was created to provide

them with the latest information available in the field. In addition the staffparticipated in a statewide

workshop on adult developmental learners to show other educators strategies for training in a

workplace. .

VI. FORMATIVE EVALUATION

Procedure

Evaluation and accountability was an ongoing process in this program. The college

implemented the evaluation that included both formative and summative evaluation to assess the

effectiveness of the total project with the assistance of the external evaluator, Dennis Bartow,

The college's internal evaluation was formative and summative to allow for the consistent

monitoring and adjustment of activities to insure that they were on time and of' high quality.

Performance Evaluation Monitoring Measures

The project staff documented all activities and efforts of the program, which included the

demographic information of the people served in order to achieve an understanding of the
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effectiveness of the program for the individual and for the project. Base line information of the

students' academic skills came from the TABE test which was administered at the beginning of the

program. The counselor also interviewed the students to establish academic needs and goals, and

administered and an attitude survey during the Learn to Learn sessions. Classes were structured with

pre-and post-test assessments to obtain objective criteria for measuring the succesS of the program's

impact.

The majority of workers in each company took classes and there were significant

improvements which companies attributed to the training. McLean Engineering attributed the

decrease in turnover (12.7% in FY94 to 5% in FY95) to efforts made throughout the training

program. Promotions were also attributed to improvements from learning. In Setco, Inc., 28 people

(almost 18%) of their hourly workforce was promoted during the grant period. In Hann and

De Palmer, seven temporary workers who could not be hired permanently because they did not speak

English well were hired permanently this spring. At Sadat Associates the foreign born engineers are

now boasting that they can write reports that can be understood by American non-technical workers.

Rhein Chemie could not attribute specific quantifiable gains to the program because they used

temporary workers to E.upplement ttr fiall-time staff and this invalidated any indicators

Grumbachn reported that the lines of communication opened and less time was spent giving

directions with a bilingual supervisor.

In addition to academic testing, questionnaires were constructed and interviews were used to

collect data and reactions to activities of the program. These were given initially, at mid-point and at

the conclusion of the program. Student information was vital to evaluate the ease of access, the

relevance of materials, the perceived value of activities, and for additional suggestions for services

and information. Students also completed course evaluation surveys at the end of each course to

provide an opportunity to give input on the effectiveness of instruction and suggestions for additional

courses. The majority of students felt that they had benefited from the program in their work and

family lives as well.

Benefits attributed to the literacy program for these six companies included:
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increased self-esteem
a better informed, more participatory employee
improved communication skills both on the job and at horn,
improved understanding of work assignments and job responsibilities
increased occupational mobility and career opportunity,s improved life coping skills
improved job skills
increased opportunity for higher standards of living-because people who were promoted were
given pay increases
increased job stability
improved employee and work site safety records

Partner organizations benefited directly as well. Through the project, specially tailored

curricula in instruction was developed that can be used by the partners for future training of

employees. Each industry has more skilled employees to retain and promote. The partners also have

strong, ongoing relationships established with the community college upon which further cooperation

can be based.

Student Achievement

The evaluation of the program was enhanced by using multiple sources of input for formative

and summative evaluation. By eliciting information from students, staff and management, in both

numerical form, surveys and through observations and portfolio, a more critical examination of the

program resulted which allowed for continuous quality improvement.

Results indicated that at the start of the project, the companies had employees operating

academically between a sixth and ninth grade level. Specifically, the average grade level starting and

completion level score for each company was as follows:
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PRE AND POST TABE SCORES BY COMPANY

i Company i': Pre-

Minding

Pro-Math :::: Post-

Readily,

Post-

Math :

:

Increase

Reading

'Increase

Math

Hann & DePalmer 8.9 8.1 9.3 9.7 4% 25%

M. Grumbacher 7.0 6.6 7.9 8.1 13% 23%

McLean Engineer 7.3 7.0 8.7 8.9 18% 25%

Rhein Chemie 7.8 6.9 8.8 8.4 17% 22%

Sadat Associates-

Not tested with

TABE

All workers had bachelor degrees

Setco, Inc. 6.6 6.8 7.1 7.8 24% 23%

The results of the TABE test show reasonable academic growth for each company given the

amount of time spent with each individual and the length of the grant. However, the evaluation team

strongly feels that this test is not adequate, for the workplace. The skills taught were far different

than the skills tested by this instrument. Therefore, if a person got several items wrong in a

particular area they were heavily penalized. In addition, there was turnover in every company. Many

people tested in the beginning were no longer with the companies while others entered the program.

Therefore, the pre/post averages are computed against only one score. In addition, many ESL

students who were tested with the Morano in the beginning of the grant were tested with the TABE

at the end, making the overall scores appear lower than they actually were. The evaluation team

suggests using a more workbased test for future projects in order to understand true advances in the

program. The true test of success in this project is the workbased evaluations from students and

management, and these were very favorable.
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Perhaps one more realistic approach to quantifying academic improvement is to compare the

pre and post scores for courses at each company. Using this standard, the following

accomplishments were made at each company:

IIRCINTACE Olv ACAMMIC INCRUSE 0 DETERMINEO BY PRE-POST Tomo OF COMM

Course MGR. FED MCL RC SC Overall Average

ESL 8% 11% 21% 7% 14% 12%

All improved at least

one level

Math 32% 26% 22% 16% 24% 24%

Reading 14% 27% 29% 11% 10% 18%

Writing 13% 21% 36% 18% 19% 21% .

A demographic comparison of workers in this grant showed employees who were

predominantly entry level, often from minority groups, with a limited amount of formal education.

The students were mainly males who had been with the company less than five years. These was a

wide range of English speaking ability, ranging from native born speakers to workers from India, the

Middle East, Latin America and eastern Europe. Some of these workers did not read or speak

English at the time we began, while others could read English but others found difficult to

understand.

77.1
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s ,

PROPILE OP WOMEN WHO rARTICIPATED IN GAANT

6# of Companies

Number of Participants 582

Average Age 33

% of Males 61%

% of Females 39%

# Years with Company

1-5 years 67%

6 -10 years 18%

11-15 years 8%

16+ years 1%

No Response 6%

English Speaking 81%

Education

Less than High School 14%

High School Degree or GED 30%

Some College 17%

Degree or Vocational School Degree 15%

No Response 24%

Race

Caucasian 42%

African-American 13%

Hispanic 20%

Asian 17%

Other 8%

Head of Household _ 22%

28
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Student Evaluations

Before the classes began, students were asked to assess their strengths and weaknesses. This

information became part of the planning tools to develop a program that could respond to their

needs. At the end of the program they were again asked to respond. The results generally indicated

that the workers felt that they had acquired the skills normally associated with more competent

employees.

Most of the employees felt that they knew and understood the goals of the company. They

were aware of details for their job and attempted to problem solve to complete the task. For the

most part they were able to complete the jobs within the allotted amount of time or would work on

the assignment until it was finished. They were able to voice their opinions during discussions and

offer suggestions for improvement.

The team building aspects of work were reflected by employees willing to work both

independently or being willing to help others get their job completed. They were open to

suggestions and were more willing to assume responsibility for resolving problems.

These motivated workers were aware of quality issues and checked their work for quality

control. While many felt that they did not like to write reports, those that did felt ready to undertake

that assignment. There was a new comfort level with change and learning new things, which many

attributed to the open learning from the classrooms. There was a willingness to question as a result

of being taught how to question in acceptable ways. They also felt that they could now explain

things to others in a more appropriate way. Most important, the lines of communication were

opened and workers were better able to understand both sides of a situation.
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After each class students were asked to e aluate how the program affected their job,

homelife, and goals they had set for themselves in the program. At that point modifications

were made to insure a more productive program.

In addition at the completion of the program a series of focus groups for students and for

management were held at each company. The following are some sample comments from these

sessions.

FOCUS GROUP

STUMM

-
Company Name

I . When you heard that there would be training at the company what did you think about the
idea?

o Glad that company gave employees the time to take the classes.
o Initiative to take the classes
o Good idea.
o Good to Warn, especially learning a new language.
o Helped oa a personal level with my job.
o Helped reading, writing, English as a Second Language.
o Classes continued even after someone missed some classes, otherwise classes were

good.
o Scared at first, but once in class it was totally different.
o Personally helpful.
o Glad to be here to learn.

2. What did other people in your area say about the program?

o Some reflection on job security, advancement.
o Some people were happy, especially about ESL classes; helped them improve

their English language.

3. .Why did or didn't you take part in the classes?

o All took part except one was excluded.
o Wanted to learn more about job - refresher courses.
o Out of school for a while.

3a. What courses did you take? Did you request them or did your manager request that you
take it?
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o Math, reading, communications, stress management.
o English speaking classes.
o Asked to be in classes. Took Learn to Learn, communication classes,

English, writing, ESL.
o Took 5 classes.
o My manager told me to go to my first class.
o Curious to take the classes.
o Teachers were very good, especially the math class.

4. What were some things that you learned that you now use on your job?

o Learning stress management helped employees to calm down.
o Writing class helped to interpret what the employees were reading; helped to understand.
o Communications class helped to approach someone to come in contact with.
o Reading class helped to better comprehend what was read.
o Problem-solving class helped to break down problems on the floor.
o Math class shortcuts helpful.
o Math helps on the job, especially calculators and short-cut methods.
o Communications helps to talk with other workers about work.

4a. What were some things that you learned that you use at home or in your organizations?

o Stress was helpful with small children at home.
o Reading class helped to understand what employee read.
o Math class helped with employee checking account.
o Speaking and learning English at home; children are proud of their parents especially the

fathers.
o Communication class helped to check yourself and others become assertive.
o No time to join organizations.
o Volunteer to be a secretary or vice president in organization because we feel more

comfortable with ourselves.
o Feel better about answering questions.
o Able to remember things later.

5. What did you think others who took courscs got out of the program?

o Other workers wanted to take class, but no time to attend because class size
was cut and length of class timc was also cut.

o If employees kncw ahead of timc when classes would be held, so work
schedules can be covered.

o Ready to move on to other classes.

6. If you had designed the program what courses would you have liked to have included?

o Four (4) hours of classes into one (1) day.
o Back-to-back classes instcad of splitting classes.
o Homework assignments.
o Different math and computcr classes, more communication classes.
o Hold certain classes oncc a month.
o Computcr classes.
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o English language classes.
o Have separate classes for different types of people - some people learn faster

than others.
o Way to selectively work with all classes on all subjects.

7. As a result of taking courses, did your initial opinion of the program change?

o No
o..Happy with the way things worked out

8. What were some good things about the program?

o Math, reading - helped cut down on bad production on work floor.
o Communication and writing.
o Being reacquainted with educational system; crossfeed between employees.
o Communication between each other carried on after classes ended.
o Friendships carried on after classes ended.

9. What are some things that you might change?

o After hours classes; Saturday classes.
o Language class - some people are still unable to understand non-speaking

English employees when they speak.
o Scheduling - not being able to attend class.
o More time spent on computcrs; reading and writing.
o Courses need to be longer in length.
o More people should attend classes.
o Classroom too small; too warm.
o Room setup a problem.
o Would like to see a higher level of classes.

10. Would you recommenc: this program to other companies?

o Yes
o Go for it!
o Yes
o Definitely!
o If they want it, sure!

1 1 . What suggestions would you have for other small companics to make going to classes
easier?

o Reduce number of employees from each department from attending classes; some
resent the fact that they had to pick up the slack for the employees attending classes.

o Managers wantcd to know why work wasn't getting done because student went to class
o flold classes after hours, not enough time to attend classes.
o Bring in extra people to work around people taking classes.
o Classes after hours - may bc good for somc people, but schedules arc "crazy"

for others, would be hard to attend classes after working hours or on their
own time.



o Minimum 8712 Weeks for classes.

12. If you had another chance to do a training program would you do it? Why/not?

o Yes.
o Hard to say what's going to happen to the company in the future.
o Try another training program using temporary workers while permanent employees

attend classes.
o Yes

Student PRIDE Survey Results

At the end of the grant period the students were asked to complete a questionnaire about

the program. The following is an excerpt from the survey with the demographic questions

omitted to emphasize questions that the evaluation team felt provided the most relevant

information about the value of the program to the participants now and in the future.

The results strongly support the employees' satisfaction with a workbased education

program geared for their needs. These employees, over 60% of whom have been with their

companies over two years, felt that they would continue taking courses if offered (72%) and

would recommend this program to a friend (83% ).

The majority felt that these courses helped them at work now (71%), and would also

help them in the future. Specifically, they felt that to organize themselves better, to

communicate, to problem solve to follow instructions, to manage their time more appropriately,

to speak English appropriately in their worksite and to understand and work with technical

aspects such as blueprints.

If given the choice of coming to work on a day there were classes, over half said they

would be at work. This is significant in industries where lost time affects the bottom line. In

fact, many workers complained that they were unable to get to class because of the workload,

and they would have liked to take classes. Yet when asked why they took the classes, less thaa

(7% ) said it was simply to get off the floor. The majority of workers took the classes to

improve or update skills (71%), know more about the subject (8%), were made to go by a

supervisor (7%), were preparing for the GED (4%), wanted to improve their English (5%), and

wanted to help their kids or grandchildren (4%).
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Company Input

The management of the companies also participated in impact surveys throughout the

program to gain an understanding about the progress of activities and the benefit to their

institutions. These impact surveys contained specific questions geared to understanding the

impact of training on each of the individual partners, individual participants, the results on the

job from learning basic skills, the impact on job advancement, job perfbrmance, and skill

acquisition.

Specifically, management were asked to view this program as a way to combine business

outcomes with educational outcomes. The initial planning equated one area to the other, as seen

by the next chart. Therefore, when the final evaluation was requested, management used this as

a reference to determine the outcomes of the program.

AREAS FOR EVALukrioN

(PEOPLE RETRAIN/NO FOR INDUSTRY EXCELLENCE)

BUSINESS OUTCOMES EDUCATIONAL OUTCOMES

Employee empowerment = communication skills
Attendance = increased confidence, morale
Safety = following directions
Per unit production = accuracy
Lower error rates = better communication and teamwork
Reduced management time for instructions = communication, directions
# of product defect pre/post program = details, directions, etc.
Quality measurements = reading, math, etc.
Increased on-time shipment of orders = details
Positive customer feedback = cust, mer service, team building
Improved morale = attention from program, feeling

company investing in employee
Reduced turnover more skills, can hire internally
Reduced waste = accuracy
Promotions = improved skills
Improved safety in non-English speakers improved ability to communicate
Bidding out on other jobs = increased confidence and ability
Client satisfaction =accuracy
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Client satisfaction =accuracy
Complaint reduction =communication and accuracy
Other company standards = work with management

Instructor Comments

The following are selected comments from the instructors and counselor involved in the project:

There is a marked difference between training in large and small businesses. In small
companies the. instructor is in much more direct contact with the Human Resources
Managers and their involvement and commitment filtered down very quickly onto the floor.
I got to know the front line supervisors very quickly, and with that I quickly became attuned
to their specific needs, as well as the individual needs of the students. Relationships
developed when they saw I could be flexible and change course material to met those needs.
This meant that training was seen to be of immediate and direct value to them, and before
long supervisors and line leaders would come to me with problems, and wherever possible
we worked together to rectify them.
We incorporated writing and instructions into the classes. I got my ESL students to teach
me how to build one of their more simple units. We assembled it together in class and then
wrote down exactly what we did. I discovered how few of them knew the names (and
particularly the company names) for the tools and the processes they used daily. I found
myself spend more and more of my time with them on the lines. The resulting set of
instructions was so good that the supervisor and I began to talk about the usefulness of a
formalized set of instructions that could be given to new-hires in addition to the hands-on
instruction. Then the supervisors and line-leaders took a higher level writing course which
was very successful. The end product was a set of instructions that was given to
management. Participants felt a real sense of achievement and praise from higher
authorities.
Because the companies were small and everyone was strongly encouraged to take classes,
we were able to train most of the population up to line leaders and supervisors. This made
our training more effective. The average class size was between six to ten people. The
classes were informal and comfortable, and it was very easy for students to relate to each
other and to me. Another advantage related to company size was I saw many people for
two or three different courses, and when I identified people with particular learning
disabilities, I was able to work with them individually and in small groups for the length of
the grant. It was in these areas that I could see the most development in skills. Not only did
these people feel a great sense of achievement, but there was a direct improvement in job
performance, noticed by supervisors and co-workers.
Ten or twelve week classes are good..you get commitment with few absences
The more directly job related the content was the more students saw the relevance to their
situation, and the easier it was to translate what we were doing in class to job performance.
We did a lot of hands on training with ESL students using tools and processes, working on
understanding instructions and communicating problems they might have.
In the reading classes I constantly reinforced the reading strategies by applying them to
differently types of material they had to used.
They finally learned the meanings of company abbreviations and codes!
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Results related to the job ...people were better able to read work orders and problem solve
when mistakes were made. Students were more able to read, comprehend and summarize
more complicated material, thus taking some of the burden off the overtaxed small human
resources departments.
I became a real facilitator for groups of engineers. We made improvements on the technical
reports they have to write, and formative procedures. Other people were finally able to
understand what they wrote.
In ESL classes group problem solving situations were based around company literature such
as time cards, schedules and forms.
Supervisor involvement was important
Roles plays and dialogues worked well. These were based on co-workers' concerns about
organizational activities (making sense out of instructions).
Modules for ESL worked best...dialogue, ESL based writing, ESL communication, etc.
adapting work material for ESL such as graphs and math
using company apparatus in class worked-ex., breathing tubes and bottles.
Being able to swap ideas materials with other teachers was helpful.
My primary goal has been to help students develop skills that will have a tangible benefit for
them on the job though I believe that there were many intangible benefits for (hese students
that may not be as readily apparent.
I place value on teaching workers to:

catch mistakes by being able to judge the reasonableness of calculations
use mental arithmetic when an estimate or approximate answer is sufficient
work with others toward co-operative solutions
use a variety of techniques to approach and work on open ended problems
be persistent when solutions are not readily apparent

The lead people and supervisors were a good source of specific examples of skills needed.
The most positive feedback came from students in the blueprint reading courses who learn to
read work orders and blueprints that previously had been indecipherable to them or who
learned the meaning of part numbers that had previously been simply a long string of
meaningless numbers.
A service company worker learned to use the memory function on a calculator and saved
hours of time.
Some workers never thought of using estimation and mental arithmetic to catch mistakes in
their calculations. They thought that their supervisor was an extremely talented genius
because he could immediately spot mistakes in complex calculations.
In addition to increased proficiency in specific skills, students made many intangible gains.
Many of the students were initially scared of the classes. They often lacked confidence in
their ability to learn new skills or they feared exposing weaknesses. Most students
responded very quickly to the supportive environment in the classes. Students learned, for
instance, to value their own opinions and knowledge when others in a class gave them
positive feedback. They learned new ways of doing things by listening to their co-workers.
They increased their confidence in being able to ask questions. Thorough listening to others
they learned that there are many correct ways to approach problems and thus they became
more flexible and gained respect fot divergent opinions. Many students expressed increased
confidence in their ability to learn in classroom setting. A number spoke of now feeling able
to go back for a GED or college classes.
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CEU ceremonies to celebrate participant course completion encouraged students to
continue.
Updating course material at mid-point and adjusting it within each session helped to make
and keep it relevant to the work site.
Mid-grant program review of objectives and projecting objectives for the remainder of the
project was very effective.
Specific cases studies and role plays added to the results of the class.
Identifying and reaching out to participants whose needs were great and could benefit from
WPL was effective.
Small group size of classes added to learning and comfort.
Regular staff meeting to discuss ideas, learn new trends and programs, provide support to
one another and discuss/resolve any problem were important.
For the majority who enjoyed the courses, there was the added benefit of increased self
esteem which comes from meeting a challenge/obstacle, gaining confidence in new learning
skills and abilities and being listened to and "validated". All of which is difficult to measure
but is observable.
All the course material was built around participation from the group Our assumption
was/is that adult learners know a lot but they may not realize how to apply what they know.
So, interaction was encouraged with the use of Open-ended questions seeking relevant
information to the topic. This was often recorded on the flip charts or on the white board,
further validating the workers' opinions.
There was no pressure to participate in classes. Some of the more timid participants were
invited/encouraged to contribute but were never forced. Often, these people ere more
comfortable speaking in smaller groups of three or four. As classes went on, you could
observe the increased participation not only in small groups but also in the large group.

VII. SUMMATIVE EVALUATION AND OUTCOMES
Program Goals

The goal of workplace education program was to improve the productivity, accuracy,

problem solving and communication skills of the workers. The company viewed the workplace

training programs as a long-term investment in building a highly skilled labor force.

Evaluation was determined by program effectiveness according to yardsticks that

business and industry applied to training. Quality indicators, measures and performance

standards for each program were identified by the workplace rather than from educational

communities.

In order to measure whether the program has any effect on the bottom line of the

company, some baseline data was collected before the program was implemented. Some

examples of baseline data that companies collected before and after the program included:

49
Ui



absenteeism, accident Rates, attiiude surveys, employee and customer complaints, employees

promoted, scrap rates, tardiness, employee suggestions collected and implemented

The evaluation instruments was the TABE, the IEP Interest Survey, pre-and post-tests,

and focus groups and employee reactions. It was critical that the HRD office in each company

develop their own system of how to measure the success of workplace education in union with

the educational agency prior to the start of training.

The companies involved clarified the outcomes which were meaningful to their company.

The companies formed teams and brainstormed freely to identify significant outcomes. The

teams chose the instruments and processes needed to gather the information and decide how to

collect, analyze and report the data.

The four areas that determined the programs' success were:

Did the program meet the needs of the company?

Did the employees/students master the program content?

Was there a positive impact on job performance?

Did the training provide a cost benefit to the company?

Having the outcomes in place served as a base for evaluation that was non-threatening

since it was developed by the team. These evaluatthns also served the purpose of knowing

whether the time and money invested by the company were worthwhile.

Did the program meet the needs of the company?

Results indicated that each company felt that their individual needs had been met to the

extent of their commitment, time allocation and input. Some companies were extremely satisfied

with employees who were now able to do far more than they could 22 months ago, and certainly

far more than they would have without the training. On company was unable to allow training

to the extent they wanted because of unexpected business constraint. That company received

minimal benefit and understood this downside and agreed that they would receive some benefits,

but not a lot.
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Did the employees/students master the program content?

All employees mastered the content that they were exposed. However, due to work

restrictions and the limited time of the grant, not everyone got as much training as they or we

would have liked. It is fair to say that employees who needed to learn the complexities of

English in the workplace i2,()t the most immediate benefit from the program. They now are able

to be understood far better than at the bei4inning of the grant, and are integrating into the work

community with more ease. In each company there have been examples of either job

enhancements or more security within their same job due to improvement with their

communicating skills

While math scores indicated a great imprmement, the numbers indicate different things

in different companies. Most companies limit the amount of impact an hourly worker would

have on the bottom line. Therefore, in many companies the math that the employees learned

was a definite improvement for the individual, but the supervisors were unaware that the

employees did not know how to do it For example, one employee learned how to use the

memory button on the ,alculatol. thus saing hei an enormous amount of time and frustration.

Her supervisor assumed she knew how to do that Another employee now uses mental math to

determine if her pack patterns are logical. While she is working faster and more accurately, her

supervisor attributes this to an improved attitude instead of mathematical improvement. There

are instances, how e% lich 11,11!1 doc d e. . impact the employees job. Statistical process

control is used at two manufacturing companies Both companies had to have employees learn

the entire curriculum from basft cakulations and mental math to charts and graphs before

getting into the preliminary SPC 1 he SP( pi ogram will continue after the WPL program ends

Because reading is not a piimary acti\ ity for most of the employees we dealt with, we

worked on strategies lot leading and inierpieung company materials. The success of this

became appal em when human r esoui ces adnnnistrators noted that people are coming to their

offices fewer times to question compan, information In addition, employees are better able to

read and wine instructions tbr their job In one company they developed a set of instructions

that present and new hires will use In many of' the companies the question, "Can your employee
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read better? can quickly be answered in the negative. Upon probing, such as, "Who explained

the new memo on customer service?", the supervisor acknowledged that the employee was able

to do it by himself.

The most significant global improvement was in the area of communications. Within

department and throughout the companies, communication channels are opening. Messages for

the next shift are more accurate and understandable. There are fewer arguments over petty

issues. This data is difficult to quantify, put definitely has an inpact on an organization. This

outcome is one of the byproducts of having classes include members from various parts of the

organization. Not only does it give a name and face to another department, but it allows an

opportunity for each person to present the position of their department in person. This

eliminates the need to blame "them" for a problem. Better sense of team and more self-

confidence is the result.

Was there a positive impact on job performance?

If turnover is one indication of improved job performance, MCL went from 12.7%

turnover in 1993 to 5% at the conclusion of the grant. There was more job satisfaction and less

poor behavior that would require being terminated. In other instances there were less errors as

workers could interpret job specifications, part numbers, blueprints and instructions. For

example, at MCL an error in selecting a part that is .001. different than the specifications will

result in building a cooling unit that is out of alignment and will make noise. Before the

program some workers did not understand the necessity of being totally exact. When a unit did

not fit correctly it was turned over to the line leader for repair. This waste in time and resources

was costly and often resulted in having to pay overtime to complete a job. There is more

accuracy in the assembling of the products because of this program.

At GM, the Spanish employees can not understand directions given by English speaking

supervisors. This helps them in their job because they can ask questions, (which they have

learned to do), and understand specifications before they do the work. The result is higher

quality packaging. In addition, for those employees taught quality control, it increased their
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knowledge of tolerances and deviations to the extent needed to perform their jobs more

competently.

At HD workers are able to estimate the need for reordering materials and can report it in

enough time to avoid delay of shipment. They can pack similar orders accurately by

understanding where to decode specific deviations in the instructions, and can communicate with

other employees at their station about the progress of the work. They are able to problem solve

situations within their day that would have taken supervisors input before the grant. Most

importantly, there is less communication breakdown because of the English language barrier.

At RC workers are able to estimate the weight of a product more accurately, weigh it

precisely, and prepare it according to instructions. This resulted in more accuracy and less

rejects. Quality control is now maintained with workers who are able to record information or

discuss it with their supervisors.

At SC, there is better accurate communication between the shifts. Notes are

decipherable, information is more precise. Workers can pack product from a set of instructions,

and record this information accurately, and can communicate it to their supervisors in English.

Finally at SD, engineers are able to write technical documents in English that is

understandable to lay people. This is a significant part of their business success. In addition,

these foreign born employees are able to speak to clients on the telephone and be understood,

and can leave messages that result in providing accurate information.

Did the training provide a cost benefit to the company?

Cost is always a difficult issue to answer immediately because often a WPL program has

long range implications that do not show up in the first evaluation. However, MCCC had the

Wodrow Wilson School of Princeton University do an economic analysis of the college's second

grant that showed positive results 18 months after the program ended.

Quoting from the finding, "The study used longitudinal administrative data and cross-

sectional survey data to get their results. They examined the broad range outcome variables

such as workers' earnings, turnover, performance awards, job attendance, and subjective
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performance measures. They found that the program had a small, positive impact on the

earnings at the company. Trainees were no more likely to leave the company than non-trainees.

The training program had a positive association with the incidence of job bids, upgrades,

performance awards and job performance.

Given the total cost of training (direct expenses and release time) for this program was

approximately 4 percent of the average trainee's annual compensation, it we assume that

completed job tenure is 16 years (slightly less than twice average incomplete tenure spells), use a

6% discount rate, assume the value of the training depreciates by 3% per year and that the

return to the training is initially 0.5 per cent (the return we estimate), then the program pays for

itself." We are assuming similar implications will be true for this grant, but we have not been

able to use the University's assistance for this project.

Goals and Objective Accomplishments

The project had five major program goals:

1. To establish a replicable instructional program to develop literacy
skills that are both job specific and basic so that participants acquire
functional literacy skills that are applicable to the increased skill
requirements in their workplace.

This aspect of the program has been accomplished with great success. As a recipient of

three separate workplace literacy grants we have developed considerable experience in

developing and implementing job-focused curricula that provides training in functional literacy

skills that can be readily transferred to the job. This program has worked at all sites, in both

manufacturing and service organizations. In addition, other state and county agencies such as

the State Department of Welfare has begun to use these concepts in their programs with great

success.

2. To provide a literacy audit at H&D, MG, and RC and other small
businesses to identify and document literacy Deeds of employees
and literacy demands of jobs.
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In cooperation with the Human Resources Manager of each company, supervisors, the

college conducted a needs assessment to: a) determine the kinds of literacy tasks workers were

asked to perform on the job, b) informally assessed the educational level and language

proficiency of the workers, and c) identified the gaps between literacy demands and literacy

skills.

When th;.s task was completed, the team reviewed the results of preliminary needs

assessment conducted at each of the businesses. They conducted a preliminary analysis of

language proficiency, literacy levels, and educational backgrounds of selected workers.

In addition to assessing literacy tasks and print materials, the college tried to determine

the general level of language proficiency and literacy skills that workers possessed (especially

workers who did not have English as their native language). The team interviewed supervisors

and, where possible, talked to workers themselves to see how comfortably workers used

language and print. The providers asked about their past school experiences and attainment, but

many were from other countries and there was not the parallel to American school curriculum.

Information from the needs assessment were used to develop the curriculum so it best

met the kinds of literacy activities and instructional programs that the companies required

Needs assessment data was also shared with teachers, and the counselor at the initial training

session.

In addition the development team conducted a support services needs assessment

Workers were be interviewed to determine the essential support services required to assist them

in retention and achieving success in the program.

The staff administered the TABE test as an assessment instruments to a sample of

workers in targeted jobs for norming purposes and analyzed all assessment information

To insure worker's needs were met, the project staff conducted a literacy task

analysis/literacy audit. Using the literacy task analysis protocol, the team analysis job tasks

which required reading, computation and problem solving. Workers were observed at their jobs

and interviewed. The development team gathered the printed materials workers read to do their
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jobs and attempted to understand the thought processes used by competent workers as they use

printed materials to solve problems at work.

By observing and interviewing workers and examining job-related printed material, the

project staff was able to better understand the demands of the job. This understanding allowed

them to prepare materials designed to teach the basic skills required for each job. Other

outcomes of the literacy audit included samples of printed materials that workers used on the job

and job task scenarios that were used to create simulation exercise for workers. Through

Literacy Task Analysis, program developers began to see how a competent worker thinks

through a task and then used this information to create instructional materials.

The Analyze included work-based content information and difficulty levels. The literacy

tasks documented and collected, analyzed and classified according to:

The content knowledge necessary to understand or express the 'necessary information (e.g.
vocabulary, technical terms, jargon, and assumed background knowledge).

The difficulty of the sentence structure and the relative clarity of expressions and style.

A common or not so common format in which literacy materials appear.

The level of math ability required to fulfill each task successfully.

3. To offer customized literacy instruction to companies' employees
who are in rp!ed of basic or technological literacy training to
increase their productivity, job retention, retrainability, and career
advancement potential.

Core classes were built around levels of cognitive and processing skills. The

development of reading and math skills, strategies for processing materials and interpretation of

graphic materials were provided for in each level of literacy training.

Instruction emphasized the acquisition of basic skills and literacy, and developed content

knowledge through interactive student-centered activities that focused on actual literacy tasks.

Instructors also worked closely with the counselor to help identify students at risk of dropping

out. The team developed core areas of instruction (reading, writing, math, ESL and support

skills (interpersonal skills). Within these areas, the team developed many modules to complete
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the areas of instruction. Because the companies were so small only the most basic courses were

homogenous. The higher level programs were more heterogeneous to allow for coverage for

release time from the floor.. Actual course content was adjusted to include information from the

literacy audit and new information obtained as the program progressed.

During the first three months of the project, the development team created a recruiting

and assessment procedure for the program. Employees were informed of the program and, since

the management wanted total participation, all were encouraged to take part. Employees had

orientation progranis, and met with a counselor to see their options. The TABE test or the

Morano Test was given if the person could not read English in order to determine the

employee's level of competency in English. Additionally, an informal assessment survey was

designed to determine the employee's educational history, educational goals, and support

services needed, and this was used tc determine placement in instruction. Recruitment and

assessment was ongoing thought the grant to enable employees to continuously enroll in the

project.

The program began with a six hour Learn to Learn TM program that targeted the

employees energies to the skills and strategies for learning. This packaged program was

extremely beneficial in setting realistic expectations, creating an environment for learning and

providing strategies for academic success that workers may not know.

Core Cours .s Developed:
English as a Second Language

Tutorial
ESL for Manufacturing
ESL Advanced
Communication Strategies

Reading
Tutorial
Interpreting Company Material
Decoding Complex Materials
Presentation Skills

Communication
Report Writing for Technical Staff
Memo Writing
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Business Memo Writing
Writing Clear Instructions
Business Writing II
Presentation Skills

Math
Tutorial
Math on the Job
SPC
Tables, Charts and Graphs
Math for Quality Control

Interpersonal Skills
Stress Management
Problem Solving
Communication Strategies at Work
Communicating Effectively in a Business Setting
Communication - The Next Step

Each of the interpersonal skills courses related to literacy and language acquisition as its

formal point with lessons by the counselor. Relevant workplace application were incorporated

into the workshops as appropriate.

4. To enhance a supplemental support services program in conjunction
with the instructional workplace literacy program in order
to increase participants' retention and completion of the program.

One of the biggest benefits to a successful worksite program is to have it on site during

working hours. The barriers created by having to invest personal time or transportation are

averted. Therefore, initial barriers to the program were eliminated. In addition the program was

adult-centered. A 1986 study (Scanlon) examined participation in adult education and identified

cost, relevance, logistics, and lack of confidence as the major deterrents. Each of those factors

were addressed through the support services components of the project. Cost was not a factor

as the industry and the college make the project available at no cost to project participants.

Relevance was assured through the use of a functional context approach and its focus on

workers' acquisition of workplace-relevant basic skills. Logistic problems were eliminated by

offering of the courses at the workplace, offering specia tutorial sessions for those few

individuals who required this service, and making courses available during the normal workday.
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Lack of confidence was not eliminated quite as easily. However, the Mercer staff and the

business partners believed they were able to influence confidence through the provision of

personal and professional counseling services, careful assessment and testing, development of an

individualized educational plan for each participant, and careful monitoring of participant

progress. Follow-up support services at the college were offered each participant who

completed the program. As a result, the program had an 88% completion rate. This would have

been much higher (96%) but two companies experience workrelated difficulties in releasing their

people for certain periods of the program.

5. To develop a strong partnership with H&D, MG, MCL RC, SC, SD
to ensure that the project goals are accomplished and that the
program is continued after the grant period has ended.

The college has decided to incorporate the introductory classes into the college's

curricular offerings for business and industry. The introductory class that integrates reading,

math have been refined and are available to any industry in the area needing to provide these

kind of courses to their employees.

In addition, the six organizations will continue to provide on-going training for their

employees through in-house training or with program with the college. (See Letters of Intent in

Appendix I.)

Supervisor/Management Evaluation

At the end of the grant each company was asked to rate the overall progress of their

employees after training The evaluation consisted of five areas of concern with included both

academic and job-related competencies. Items included were, written communication; safety;

communications; quality of work; and overall improvement since training began. The companies

were asked to rank their employees performance by their ability to do the specific task most of

the time to none of the time The following results indicate that each company generally showed
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a high level of satisfaction with their workforce at present because both academic and

workrelated skills were sufficient for their present tasks.

yEIVIINT S1NCR TRAINM BRGAN

Improved overall performance or knowledge of job
Improved language and math skills
Improved overall communication level
Improved overall level of job satisfaction
Improved overall self-esteem
Improved ability to establish and follow through with
priorities
Improved overall knowledge of the work and company
operations
Improved ability to problem solve situations
Improved general attitude
Improved ability to use the technology required on the floor
Improved interest in learning.
Decreased number of absentees
Decreased number of grievances submitted
Decreased number of discipline records
Improved workplace safety record
Increased number of suggestions made
Reduction in the turnover rate

Recognized and read common words and meanings used at work
Understood technical meanings required
Understood expressions used on the job
Recognized acronyms and abbreviations used at work
Can follow sequenced illustration for assembly
Can perform written or spoken directions given in English
Can use written material to get job information
Can use forms and written material to complete job
Can do paperwork required for job
Can follow written directions
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Able to read and follow safety rules
Make suggestions and contribute ideas about safety
Report errors about unsafe conditions

Can communicate within their own department and other departments
Report absence or lateness.
Listen and follow instructions
Ask questions to limit mistakes
Receive Fewer customer service complaints

Reduced time fc directions
Reduced number of reworks
Can use blueprints (if applicable)
Can use measurement tools
Can compute job math
Can monitor and report errors (to greater or lesser degree depending upon company)
Completes paperwork
Can read and set machines appropriately (if applicable)

In addition to surveys, the evaluation team held focus groups for management to

determine their opinions about the success of the program. The following are some sample

comments from the focus groups with company management.
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focus GROUP
AMMENT

Company Name

1. When you heard that there would be training at the company what did you think about the
idea?

o Glad to be here to teach.
o No problem with company.
o Too good to be true sending people here to teach; great idea.
o Supported the program.
o Very good idea.
o Very optimistic about improving employee skills, avoiding mistakes.
o Mixed emotions about courses; OK with English, reading, writing.

Questioned classes because some employees may have trouble
understanding.

o Very happy - especially continuing ESL improved their skills. Encouraged
employees to attend classes.

2. . What did other people in your area say about the program?

o Enthused and happy.
o Some were not impressed.
o Spanish-speaking people happy to know they would be learning English.
o Some not sure.
o Not happy taking employee off the floor to take classes

3. Why did or didn't you want your employees to take part in the classes?

o About 1/2 in some departments would be taking classes and not working.
o What could we possibly learn?
o Equal men and women in some areas take classes; some areas only mcn.
o Didn't need to take class - wasn't challenging enough.
o Classes held at the end of the day.
o Employees worried when they left when they left their job, someone else wouldn't

do their job as well.

3a. What courses did they take? Did you request them or did your manager request
that you take it?

o All classes - ESL, stress management, blueprint reading, writing, instruction,
communication skills.

o Math classes (madc less crrors); communication (felt better about expressing
themselves); ESL.

o Safcty classes - less incidences on floor.
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4. What were some things that you learned that you now use on your job?

o Scales
o Communicating with each other
o Less fighting..can talk through a problem
o Think beforc doing something
o More accurate counts
o Speaking English
o Speak up more
o Easier to give instructions
o Use thc instructions shcct for new employees

5. What did you think othcrs who took courses got out of the program?

o Employees make less errors, ask more questions; can understand their questions
more clearly; less anxious.

o Problem-solving themselves without asking supervisor.
o More confidence on job.
o Math classes very helpful.

6. If you had designed the program what courses would you have liked to have included?

o Computer classes.
o Effective communications
o How to deal with difficult people.
o Spelling
o Remedial computer class - very basic class

6a. As a result of taking courses, did your initial opinion of the program change?

o Still good

7. Was it difficult when your workers went to classes and left others to do the work?

o Some planned ahead when they knew employees were going to attcnd classes.
o Some employers "grit thcir teeth" and accepted it.
o Some employers said it made it easier.
o Difficult to do more with office people, not enough coverage.
o Increased pressure to produce products because employees attended classes.
o Needed to use overtime to keep up with work.

7a. What did you do to resolve this difficulty?

o Got more people if certain job needed to get finished.
o Abundant overtime.
0 Nothing I could do..overtime or work fastcr

S. Did you fccl that your employees had to work harder for others whcn thcy wcnt to
classes?

o No, can't speak for employees who picked up slack for the other employees.
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o Some were willing to work overtime.
o Some did, others didn't.

9. What were some good things about the program?

o ESL - helped Spanish-speaking people.
o Stress management class; blueprint class.
o Gave employees opportunity to learn more.
o Shows that supervisors worked with employees to improve their skills.
o Less resistance to change - classes may have helped employees to open up

change is good.

10. What are some things that you might change?

o Add to communication classes.
o Expand on what employees learned.
o Teacher should inform student on what questions were answered wrong on test.
o Elaborate on ESL.
o Be able to describe what courses are about.
o Advertise classes more conveniently.
o Length of time for classes - too long.

1 1 . Would you recommend this program to other companies?

o Definitely.
o Yes
o Yes, but be selective of what areas would be improved.

12. What suggestions would you have for other small companies to make going to classes
easier?

o Would be a benefit other companies to attend classes on work timc.
o Make it easier for employees to take classes - talk to other supervisors.
o Total management back-up, communicate positive thoughts.
o Larger company would benefit much better, more employees to cover floor.
o Offer incentive program.

1 3 . If you had another chance to do a training program would you do it? Why/not?

o Ycs
o Take other subjects or courses.
o Yes, but benchmark areas where employees would bc attending classes.
o Assess program course one at a time.



VIII. WORKPLACE BARRIERS

Challenges and Solutions

Two issues summarize workplace training involvement: time and resources. Because the

companies had so few employees, the program training time had to be juggled with the

workflow. In two of the companies the unexpected rush orders were difficult to predict or work

around. Because each company had a specific amount of instructor time, the flexibility to switch

days was unavailable. Therefore, if a rush order came in five minutes before class, many

students were unavailable for that day. One solution was for all companies to add temporary

workers to handle these unexpected workloads. However, as business improved, these temps

were integrated into the company and were not always available during class times. The lean

staffing of the '90s certainly is a consideration for setting up an in-house program.

As we expected, the smaller the company, the less time it could allocate for training.

One solution that MCCC used was to integrate curricula so that each course contained elements

of the whole program. The college also stressed employee involvement so that peers could

teach other workers either formally or informally.

Unfortunately there is no "right" or perfect answer for time allocation in a business

environment. The college and the companies felt that training on-site during company time had

more benefits than drawbacks. However, being on site made it difficult to tune out the pressures

of the workday. While we made it a rule that employees were not to be interrupted once they

were in class, this did not prevent them from worrying about a crisis at their job.

Everyone weighed the advantages and disadvantages of training after hours, either at the

college or on site. Because of second jobs, child or elder care, transportation problems, home

obligations, and personal issues, everyone decided that the workday decision was appropriate.

It allowed us to have broader access to the workers, and promoted a company-wide atmosphere

of learning. Because the companies were so small, the teachers became part of the normal

routine. It was not embarrassing to go to class because almost everyone did at some point. In

addition, the teachers had an open door policy where students could and did stop at their office

for academic or counseling support.
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The evaluation team feels that the challenges of teaching at the company were met the

best way possible: with flexibility, a sense of humor, and a caring attitude that allowed students

and teachers to work together to make up missed training hours.

IX. DISSEMINATION

The project director presented the concepts and the results of the project to audiences of

adult educators and program administrators. The project director and staff gave presentations

at: the following
New Jersey Adult Developmental Education (NJADE) Annual Conference in November,
1993, Establishing Basic Skills Competency in Industry:
NJADE Annual Conference in November, 1994, Extending the Basic Skills Curriculum into
an Application Based Program for Adults
Fall of 1994, the project director spoke about establishing a workplace literacy program of
New Jersey's First Annual Workforce State Conference.
Pennsylvania Adult Developmental Education (PADE) Annual Conference, Summer, 1994,
Functional Curricula in the Workplace
League for Innovation-Leadership 2000 Conference, summer, 1995, Robin Hood: A
Collaborative Model for Serving Small Businesses
In addition, the project director spoke about the program at state welfare agency meetings,
state training meetings, Mercer College workshops and at a human resources managers'
monthly workshop.

Articles about the program were included in:
National Association of Printers and Lithographers (NAPL), Article in Printing Manager
Magazine to describe how businesses can become involved in workplace education.
Mercer County Business Magazine, March 1993
Article published in PADE Annual Conference Summary-I 994- Functional Curricula in the
Workplace
Article published in ERIC - Fall, 1994- Reaching the Other Eighty-five Per Cent of the
Workforce: Successful Training for the Hourly Employee
All curriculum will be disseminated to ERIC Clearinghouse

Panels:
Served as guest to Gov. Florio's Adult Literacy Recommendation Committee- 1993 to
consider adult literacy best practices
Served on State Economic Commission on Training Roundtable
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X. MONTH BY MONTH PLAN OF OPERATION

A complete month-by-month plan of operation was developed by Mercer County

Community College, H&D, MG, MCL, RC, SC, and SD. The first three months of the 18

month program were used to develop curricula and complete the assessment phases of the

project. The remaining 15 months were used to implement instruction, evaluate the project and

disseminate project results and products.

Two training cycles were held each semester. With the extension of the grant from May

1995 through August, 1995, there were a total of six training cycles. The initial grant period

was postponed until November, 1993. From that point on, the grant proceeded as scheduled

with no break in training or deviation from the time schedule allotted. A sample of the major

milestones and key activities during each month of the project follows:

Month-by-Month Plan of Operation

Month 1-3:
Convene partners and finalize details of operational plan
Form and convene advisory group
Conduct job-specific curriculum and assessment workshop
Conduct DACUM training sessions utilizing results of literacy audit
On-site observation and interviews to develop needs assessment information, instructional
strategies and finalize assessment tool selection
On-site observations to provide technical assistance for curriculum and assessment
development
Education and business partners meet to finalize training plans, conduct support services
needs assessment'
Preparation of Video Tape-Done at end of grant for institutionalization of program
Administer placement tests for norming purposes with sample of workers in targeted job
classifications
Set worker productivity, retention and advancement objectives
Develop and design record keeping forms for project monitor
Finalize plans for conducting assessment and individual educational plan developed
Complete curriculum development
Complete orientations and academic advisement and placement sessions

Month 4
Begin workplace literacy instruction
Partners begin project record-keeping
Evaluation team begins bimonthly technical assistance/formative evaluation visits

Months 5-15 (extended to 22 months)
Continue instruction and progress monitoring
Continue technical assistance
Develop learner job peiformance evaluation methods
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Months 6 and 12
Advisory council meetings to review project progress and plan follow-up activities

Month 15
Conduct post tests and assessments
Gather learner productivity/job performance data

Month 16
Continue instruction
Analysis of learner out-comes data, job specific program assessments, individual education
plan accomplishment, changes in productivity, etc.

Month 17
Continue instruction
Prepare learner progress and project evaluation report
Finalize job specific workplace literacy modules

Month 18 (continued to month 22)
Continue instruction
Submit project final report to Department of Education to include:

job specific workplace literacy curriculum modules
learner outcomes evaluation
service deliver
guidelines for evaluating literacy
final evaluation report

Disseminate instructional materials, reports, assessments, and validity summaries to
employers and to educational institutions.

XI. CURRICULA

The project developed core curriculum in the areas of reading, writing, math, English as

a Second Language and interpersonal skills, for a total of nineteen modules. These booklets are

applicable for service and manufacturing industries for entry level workers who need to develop

basic skills for their tasks. In addition, there is higher level technical writing for engineers or

non-native speakers who need to write technical documents for their work.

Specific references to company materials were removed to assure privacy of their

materials. Therefore, instructors will need to add segments of specific company materials for

training purposes. The protocol for each class consisted on hands-on work-related dialogues,

team work, case studies, and reinforcement activities relating to the weekly content. Students

were encouraged to work together, simulating the business environment where employees work

in teams to maintain the work flow. Curriculum reflected the need to value each other's ideas

while emphasizing basic skills and critical thinking.
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OVERVIEW

This evaluation report relates the specific outcomes

achieved throughout the 21 month grant period, November 1993

through August 1995. This report reflects the project's external

summative evaluation covering the full project period. The

interim formative evaluation component and this overall project

summative evaluation are based on the formal evaluation plan

developed by Mercer County Community College and its Division of

Corporate and Community programs, the unit responsible for

administering the grant.

The National Workplace Literacy grant program provides

funding assistance for demonstration projects that teach literacy

skills needed in the workplace through exemplary educational

partnerships. In this case, the partnership involves the

collaboration of Mercer County Community College with six of its

local area employers: Hann & DePalmer, Inc.; M. Grumbacher, Inc.;

Rhein Chemie Corporation; McLean Engineering; Setco, Inc.; and

Sadat Associates. The six companies vary considerably in size

and industry type, and, not surprisingly, have quite different

employee literacy needs. This complex mix of corporate

participants has afforded the project an opportunity to explore

and assess different materials, methodologies, and delivery

modes. Training is provided in a variety of literacy skill areas

based on employer needs, and is conducted at the various

employment sites. The program has provided for precise

identification of employer literacy needs through a preliminary
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needs assessment, the formulation of a partnership for literacy

training, a comprehensive literacy audit by the college team, the

development of appropriate training strategies and delivery

systems, and, finally, a thorough assessment of the efficacy of

training through a comprehensive evaluation component.

The project has been administered by Ms. Elaine Weinberg,

who serves as project director. Ms. Weinberg assembled and

trained the project staff, which included instructors in the

various skill areas. The instructors taught at the various work

sites under the supervision of the project director.

The main emphasis of the program was its impact on a target

population of 600 employed adults, whose inadequate literacy

skills posed a barrier to improved productivity, employment

security, and career advancement. Evaluation has focused on the

degree to which the program has addressed these problems and the

extent to which procedures and methods developed within the

program may be effectively employed elsewhere.

3



ASSESSMENT OF SATISFACTORY ATTAINMENT OF PROJECT GOALS

Goal 1: To establish a replicable instructional program to
develop literacy skills that are both job specific and
basic so that participants acquire functional literacy
skills that are applicable to the increased skill
requirements in their workplace.

Over the course of more than five years, Mercer County

Community College has demonstrated the capability of developing

and implementing job-based, customized instructional programs

that can be delivered successfully at work sites. Curriculum

development is an on-going process at Mercer, and by August 1995,

has reached a self-sustaining level. This college is a leader

in workplace literacy in the State of New Jersey, and has

attracted the support not only of the central New Jersey

corporate sector, but a number of state and county agencies,

including the New Jersey department of labor and the State

Department of Welfare. The six corporate partners in this

current project have endorsed the program and have provided

testimony to its effectiveness in meeting their training needs.

Goal 2: To provide a literacy audit at the six partner firms to
identify and document literacy needs of the employees
and their jobs.

As part of the project, the staff, early on, worked with the

partner firms on a needs assessment to determine the variety of

literacy skills associated with each of the jobs under
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investigation, as well as the deficits of current employees with

respect to these skill needs. In addition to assessing literacy-

sensitive tasks and materials, staff set about determining

individual levels of worker language proficiency through worker

and supervisor interviews. Information derived from the needs

assessment phase was then used to shape curriculum development.

Customization of curriculum products to accommodate the wide

range of language backgrounds and skills, in my judgment, was

extremely important in raising the overall effectiveness of the

program.

Goal 3: To offer customized literacy instruction to companies'
employees who are in need of basic or technological
literacy training to increase their productivity, job
retention, retrainability, and career advancement
potential.

The instructional program definitely emphasized the

employees' acquisition of functional literacy skills, along with

the development of relevant content knowledge based on job

requirements. A major component of the program has ' -1-.11 the

development and implementation of ESL courses. Indeed, it

appears that the need for ESL training may overshadow most other

requirements.

A substantial number of instructional modules were developed

or modified for use alongside pre-packaged instructional

courseware. Units included an introductory, Learn to Learn,

program, as well as modules in English as a Second Language,
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Reading, Communication (including writing for the business

environment) , Elementary Mathematics, and Interpersonal Skills.

To the degree possible within staffing and time limitations,

modules were modified to reflect particular workplace needs.

Goal 4: To enhance a supplemental support services in
conjunction with the instructional workplace literacy
program in order to increase participants' retention
and program completion.

Considerable previous experience convinced the program staff

that few employees would be willing to come forward and

acknowledge their basic skills deficiencies. Evidently, many

fear that their deficiencies will stigmatize and be held against

them. Others have had very negative experiences with schooling

and doubt their ability to learn. Based on these considerations,

the project staff adopted an informal, unstructured, "user

friendly" approach to orientation and supportive services.

The staff believe that they were able to encourage

participant confidence through personal and professional

counseling, as well as emphasis on an individualized educational

plan for each employee. Overall, the program achieved a

completion rate of 88%. Considering the time constraints imposed

on the participating workers and program staff, apart from the

fatigue factor, the high completion rate appears to be indicative

of a successful support strategy.

6
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Goal 5: To develop a strong partnership with the 6ix partner
firms to ensure the achievement of project objectives
and the continuation of the program after the grant
period has ended.

The college staff has done a commendable job of infusing the

workplace literacy program into its normal operations. The

college's division of corporate and community programs has

effectively merged into its customized training offerings, a

workplace literacy component. Under the state's new Workforce

Development program (WDPP), workplace literacy can be integrated

with customized technical skill training and delivered at work

sites throughout the state.

As college spokesperson for workplace literacy, project

director, Elaine Weinberg, has presented the design and findings

of the current project to a wide range of audiences. In

addition, articles about the program have been published in a

number of professional periodicals, as well as through the ERIC

Clearinghouse.
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FINDINGS AND RECOMMENDATIONS

Overall, it is the judgment of this evaluator that the

project has not only achieved its overall goals, but has operated

efficiently and effectively. All six corporate partners have

validated the efficacy of the literacy training, although not yet

in terms of specific productivity gains. All expressed the

desire to continue their relationship with the college to promote

employee literacy training. The project director was very

effective in maintaining communications among the project staff

and with the corporate partners. Based on participant and

supervisory feedback, the instructors were highly qualified,

experienced, and competent. The corporate partners have

committed resources, including space for training, and made their

workers available on a reasonable basis. Their participation has

been consistent with the overall goals of the program.

All five training cycles prescribed in the grant were

satisfactorily completed. In addition, as a result of an

extension of the grant, a sixth training cycle was completed. In

general, significant proficiency gains are evident in the basic

skills areas of reading and computational skills. Based on TABE

pre- and post-test results for five of the six firms (Sadat

Associates workers were not TABE tested) , reading gains averaged

18% (typically about one full grade level for participants pre-

tested as below 8th grade level) , and computational gains

averaged about 25%. English language skill improvement
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engendered by the ESL course was measured at about 12% overall.

This latter figure, however, applies to a wide range of starting

language abilities, ranging from workers who did not read or

speak English to those who could read English, but whose English

language skills were primitive.

The project experienced some difficulty in locating

effective instructional computer software at reasonable cost in

the ESL area. Much effective computer-assisted instructional

software remains difficult to locate and very expensive to use.

The use of DACUM methodology as a cost-effective tool for needs

assessment and curriculum development was validated in this

project. Most participants believed that DACUM provided a job-

oriented approach and contributed to team-building among company

supervisors and training staff.

Finally, in the judgment of this evaluator, the project

staff is to be commended for its effectiveness in balancing and

accommodating both business and educational outcomes. The

instructors demonstrated the ability to be both flexible and

creative in their approach to teaching within the workplace,

allowing the needs of the workers and the company to determine

the structure of the training process, rather than vice versa.

The project director, in particular, was successful in promoting

staff responsiveness and imaginative problem solving, qualities

that are essential to successful workplace educational programs.
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1

1

Workplace Skills Project
Comparison By Grants

Grant I
March 1991-August 1992

Grant 2
September 1992-February 1993

Grant 3
Nov. 1993-August 31, 1995
Grant extended to 8131195

# of Companies 4 ii of Companies 2 # of Companies 6

Projected # of People 600

Total # of People 625 Total # of People 477 To date 582

Average Age 37 Average Age 34 Average Age 33

% of Males 41% % of Males 52% % of Males 61%

% of Females ,59% % of Females 48% % of Females 39%

ii Y ears wah Company rty_e_apei_t_corpp_any 14 Years with Company

1-5 34% 1-5 48% 1-5 67%

6-10 20% 6-10 25% 6-10 18%

ll-15 30% 11-15 7% 11-15 8%

16 i 16% 16 i- 8% 16 i 1%

No Response 12% No Response 6%

English Speaking 89% English Speaking 81% English Speaking 81%

Non-English Speaking 11% Non-En&lish Speaking 19% Non-English Speaking 19%

Education Education Education

Less High School 20% Less High School 24% Less High School 14%

1ligh School 42% High School 33% High School 30%

Some College 26% Some College 17% Some College 17%

Degree or Vocation 12% Degree or Vocation 12% Degree or Vocation 15%

No Response 14% No Response 24%

Race Race Race

Caucasion 69% Caucasion 61% Caucasion 42%

African-American 20% African-American 21% African-American 13%

Hispanic 8% Hispanic 12% Hispanic 20%

Asian 2% Asian 1% Asian 17%

Other 1% Other 5% Other 8%

Head Cif Household 41% Head of Household 9% Head of Household 22%

% of Improvement % of Improvement % of Improvement

Reading 21% Reading 220,6 Reading 18%

Math 26% Math' 40% Math 24%

Science 26%

fiertelits to companies

Improved ability to read, write and follow directions

Improved communication, especially ESI.

Grant I-Large Manufacturing, Service, I lospital,

and Research Compnaies

Improved report writing

Improved work aptitude

Grant 2 .1.arEre Manufactunng (1000. ) and

Mid.stze Service (350)

Increased confidence

Increased math accuracy Grant 3 - Manufacturtng and.Service

More positive view of companies Companies have less than 200 people

Return to other institutions for additional education

Work better with co-workers

wpskills 10/1 7/95 run
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OVERVIEW
One of the most wide-spread causes of unskilled employees in any labor market is a workforce lacking in

rudimentary basic skills. Not only does a lack of basic skills competencies in reading, writing, computation, English as a

Second Language (ESL) and problem solving effectively bar individuals from any but the most low paying jobs, but it also

prevents them from succeeding on the job. For an increasing number of people, the first stcp toward advancement in the

workplace must be remedial education.

The curriculum was developed with the direct assistance of employees of the local companies that arc the college's

partner in the grant. Curriculum development included a competency-based design process called "DACUM" and the on-

going input of a program Advisory Council made up of management and employees in the company.

In addition to courses in specific academic skills, the emphasis will also apply to interpersonal skills, motivation

and self-esteem. Involving the employees in the curriculum process heightens the awareness of the importance of their job

and a sense of reinforcement of what they know about it. The fact that a program is to be designed based on what they say

they want and need to do the job better and to respond to the demands of a dynamic workplace gives them an immediate

feeling of ownership.

GENERAL OBJECTIVES

Employee will be able to recognize, comprehend and interpret all written materials necessary to carry out job
responsibilities successfully.
Employee will be able to use proper punctuation, spelling and grammar to complete forms, routine paperwork and
special reports.
Employee will interact verbally and non verbally with workers at all levels of the organization, and develop skills
in the arcas of active listening, giving and receiving instructions, discussing work/job needs/requirements and
perform as team members.
Employee will be able to perform basic arithmetic functions, calculate in decimals, weigh, measure, and estimate
materials, complete packing and productivity charts and graphs, use decimal time and complete word problems.
Employee will be able to state the problem, identify and test alternatives, select the best solution, implement action
and evaluate results.
Employee will be able to speak, understand and write in English in order to function effectively, efficiently and
safely in the workplace.

Workplace Reading/Writing Curriculum

Objectives: Students will be able to:
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Improve job-related reading/writing skills as they relate to immediate job requirements
Improve job performance by filling in forms correctly, reading labels, reading and following directions
Enhance participants' chances of job stability and upward mobility through improved reading/writing
skills
Increase company productivity through improving individual reading capabilities
Recognize and use job terms
Interpret symbols, abbreviations, and acronyms
Apply strategies for dealing with unfamiliar vocabulary
Use a reading plan to skim, scan and read anything from labels and signs to detailed instructions, memos
and articles
Identify subjects, main ideas, a nd supporting details of paragraphs, memos and articles
Follow and give instructions using diagrams, maps and flowcharts
Write summaries, paragraphs and instructions
Research information to solve a problem
Use information to take appropriate action
Spell with greater confidence and accuracy

Workplace Computation Curriculum

Objectives: Students will be able to:

Improve job-related computational skills as they relate to immediate job requirements
Improve overall job performance
Read, write and count single and multiple-digit whole numbers
Add, subtract, multiply, divide single and multiple-digit whole numbers
Solve word problems using whole numbers
Round off whole numbers
Read and write common fractions
Add, subtract, multiply and divide common fractions
Solve word problems using fractions
Read and write percentages
Compute percentages
Convert fractions to decimals, percentages to fractions, fractions to percents, percents to decimals, and
decimals to percentages
Perform written calculations quickly
Compute averages
Rcad numbers or symbols from time, weight, distancc and volume measuring scales
Use a measuring device to determine an object's weight, distance, or volume in English/Metric units
Use a calculator to perform basic arithmetic operations to solve problems

Workplace Oral Communication Curriculum

Objectives: Students will be able to:

Improve their on-the-job oral communication skills
Recognize their own style of communicating
Describe three types of communication; Vocal, Non-verbal, Verbal
Use active listening strategy
Describe four styles of listening; relaxed listening, social listening, active listening and defensive listening
Use strategics to resolve conflict and problems
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Organize and present ideas
Work towards consensus and team building
Make a good "first impression" on co-workers
Recognize how first impressions are formed in the first two to four minutes of a communication exchange
Identify and use positive body language
Identify and avoid negative body language

Workplace Problem Solving Techniques Curriculum

Objectives: Students will be able to:

Describe and analyze problems encountered at work
Use individual and/or group problem solving techniques to improve on-the-job success and productivity
Use an orderly, step by step process to solve problems
Apply creativity to the problem solving process
Use the brainstorming i?.chnique to help solve problems
Become adept ?.t using prcblem analysis techniques for all types of problems (work or personal)

Workplace English aF, a Second Language Curriculum

Objectives: Students will be able to:

Improve oral on-the-job English communication skills
Ask for and understand oral instructions
Read and use the literature in thc workplace
Communicate effectively with co-workers
Build a working English vocabulary for the workplace
Ask grammatically correct questions in various tenses
Give grammatically correct answers in various tenses
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OVERVIEW OF SMALL MANUFACTURING (UNDER 50)
OPERATE HEAVY MACHINERY

Core Competencies

Workers will be able to reason and problem solve in order to improve communication on and between shifts.
Reduce absenteeism by 2% for all employees.
Customer orders will be labeled properly, correctly matched to their contents, and filled accurately to reduce
external complaints.
Improve employee team building through more effective communication and clearer instruction.
Workers will spend less time following directions on the floor and be able to resolve conflicts among co-workers
and supervisors, thereby reducing rework time and material usage time by 10%.

Workers will be able to reason and problem solve in ordcr to improve communication on and between shifts.

At the end of classes workers will be able to:

1. Read a list on instructions, checklist, drawings, manifests, metal labels and job-aids.
2. Estimate amount of time needed to complete job task.
3. Calculate the number of hours needed to complete job task.
4. Write a description of a QC problem and complete QC hold tag accurately.
5. Identify substandard products and the reasons.
6. Calculate number of pieces completed during a specific time period.
7. Report completion of task to the supervisor.
8. Communicate better with the lead person.
9. Read/write product labels accurately in order to properly assemble product.
10. Follow and give oral directions to assemble product.
11. Compare thc computer work order against thc inventory list and update when necessary.
12. Calculate skid height, weight, and product count and place in appropriate location according to size of skid and

available space in warehouse when assembly is complete.
13. Follow the GMP better by reading manuals.
14. Read packing patterns, diagrams with instructions, hold tags, rcd tags, raw material tags, material transfer form,

scrap report.
15. Revicw log book with group leader from previous shift.
16. Read run sheet to set up machines.
17. Rcad chemicals to make better recycling decisions.
18. Read procedures that will allow the workers to increase efficiency and ownership of thcir area.

Reduce absenteeism by 2% for all employees.

At the cnd of classes workers will be able to:
1. Listen efficiently at meetings in order to improve work habits and produce a quality product.
2. Verbally communicate with supervisor to discuss ways of increasing quality and decreasing crrors.
3. Cooperate with fellow employees to maintain cleanliness in company by following GMP and taking ownership of

job area.
4. Communicate with other departments using better interpersonal skills either verbally or in writing to notify

appropriate people of any safcty issucs.
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5. Use an orderly, step by step process to solve problems that disrupt the home/work balance in order to reduce the
chances of absenteeism.

6. Use individual and/or group problem solving techniques to improve on-the-job success and productivity.
7. Give appropriate reason for absence or tardiness in person or on the phone.
8. Request permission to take time off, leave early or change a work schedule.
9. Read a procedural handbook/manual that will allow workers to increase efficiency and productivity and lower

their absentee rate.

Customcr orders will be labeled properly, correctly matchcd to their contents, and filled accurately to reduce external
complaints.

At the end of classes workers will be able to:

I. Read posters, memos, bulletin boards and display boards in order to pay attcntion to quality control and
management suggestions.

2. Improve listening skills at crew meetings and shift meeting that will allow worker to improve on their work
habits and efficiency in producing a quality project.

3. Verbally communicate with group leaders and supervisors and look for ways to increase quality and decrease
errors.

4. Read and complete tags and labels properly so that product is shipped properly and quality checked prior to being
shipped to customer.

5. Improve their decision making skills to make sure there arc no contaminatcd or inferior product being shipped to
customer.

Improve employee team building through more effective communication and clearer instruction.

At the end of classes workers will be able to:

I. Read and write instructions and signs, forms, company material, notes, memos, lab reports, drawings, work order
and rcturn sheet.

2. Follow the GMP better by reading manuals including (OSHA) safety manuals and laboratory manuals.
3. Read drawings, diagrams with instructions, manifests, metal labels, machine gauges.
4. Read work ordcr and machine manuals to set up machines.
5. Give and follow oral dircctions.
6. Read/label metal/chemicals for proper recycling disposal and/or storage in warehouse.
7 Communicate better with lead person.

Workers will spend less time following directions on thc floor and be able to resolve conflicts among co-workcrs and
supervisors, thereby reducing rework time and material usage time by 10%.

At the end of classes workcrs will be able to:

I. Cooperatc with others to maintain cleanliness of plant by reading employee handbook and GMP guide book.
2. Monitor operations and notify packers and utility personnel through proper communication channels.
3. Manage time efficiently and prioritize work needs.
4. Log mechanical problems and explain to supervisor at crew meeting nature of problem and suggest possible

solutions.
5. Communicate either verbally or in writing to other departments using better interpersonal skills to notify

appropriate people of any immediate safety issues.
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SMALL MANUFACTURER-(UNDER 100)
ASSEMBLERS

Core Competencies

Workers will show a 10% improvement in 'he output per man hour using the formula: factory production ÷
number of man hours established by HRD.

Workers will show a 10% improvement in thr. cycle count taken in the warehouse verifying the proper placement
of inventory.

Workers will complete labor cards with 100% accuracy and without assistance from supervisors.

Workers will show a 10% decrease in scrap and a 10% increase in their yield using the Material Usage Variance
formula established by HRD.

Workers will reduce shipping errors by recording the correct item number, correct count and transfer this
information to thc computer.

Workers will reduce the time it takes to receive/give instructions by 10% by demonstrating improvement in
reading, comprehension and oral communication.

Workers will show a 10% improvement in the output per man hour using the formula: factory production ÷ number
of man hours established by HRD.

At the end of classes workers will be able to:

I. Read a list on instructions, checklist, Kit Picking Report, pack patterns, manifcsts, drum labels and job-aids.
2. Estimate amoum of time needed to complete job task.
3. Calculate the number of hours needed to complete job task.
4. Write a description of a QC problem and complete QC hold tag accurately.
5. Identify substandard products and the reasons.
6. Calculate number of pieces completed during a spccific time period.
7. Report completion of task to the supervisor.

Workers will show a 10% improvement in the cycle count takcn in the warehouse verifying the proper placement of
inventory.

At the end of classes workers will be able to:

1. Communicate better with the receiving clerk and hi/lo operator.
2. Rcad/writc inventory label accurately in order to properly transfcr inventory.
3. Follow and give oral directions to locate an objcct or place.
4. Compare the computer list against the inventory list and update when necessary.
5. Calculate skid height, weight, and product count and place in appropriate location according to sizc of skid and

available space in warchoi,se.
6. Read "QC hold" label more carefully and store rejected material 'n proper staging arca.
7. Label and date material drums with appropriate information for transfer to staging area or warehouse.
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Workers will complete labor cards with 100% accuracy and without assistance from supervisors.

At the end of classes workers will be able to:

I. Read/complete/write time card before and after a job task.
2. Proofread and check the labor card for accuracy.
3. Perform basic +, x, + in completing labor card.
4. Submit completed labor cards on a timely basis.
5. Estimate amount of time needed to complete job task.
6. Calculate the amount of time needed to complete job task.

Workers will show a 10% decrease in scrap and a 10% increase in their yield using the Material Usage Variance
formula established by HRD.

At thc end of classes workers will be able to:

1. Calculate the amount of scrap at the end of the job jacket.
2. Calculate the yield of the job task.
3. Estimate material needed during a specific time period.
4. Estimate amount of supplies needed to complete job task.
5. Calculate amount of time needed to complete job task.
6. Follow and give oral/written report to supervisor whcn job task is complete.

Workers will reduce shipping errors by recording the correct item number, correct count and transfer this information
to the computcr.

At the end of classes workers will be able to:

I. Follow verbal and written instruction from supervisor.
2. Communicate better with thc hi/lo operator and truck drivers to expedite shipping.
3. Read order list more carefully pertaining to identifying product.
4. Read "QC hold" label more carefully pertaining to rejected material.
5. Input data inventory into computer system more accurately.
6. Write and complete necessary paperwork (manifest order, work list, label) for proper shipping.
7. Accurately calculate the cost of shipping, check weight of skid, chcck manifest order on skid, complete bill of

lading and weight list.

Workers will reduce the time it takes .to receive/give instructions by 10% by demonstrating improvement in reading,
comprehension and oral communication.

At the end of classes workers will be able to:

I. Read and write instructions and signs, forms, company material, notes, memos, lab rcpc rts, Kit Picking Reports,
work ordcr and return sheet.

2. Follow thc GMP better by reading manuals including (OSHA) safety manuals and laboratory manuals.
3. Read packing patterns, diagrams with instructions, manifests, drum labels, Kit Picking Reports.
4. Read work order and machine manuals to set up machines.
5 Give and follow oral directions.
6. Read/label chemicals for proper recycling disposal and/or storage in warehouse.

BEST COPY AVAILABLE
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OVERVIEW OF MANUFACTURER (UNDER 200 EMPLOYEES)
ASSEMBLERS, ASSISTANT AND GROUP LEADERS

Core Competencies

Reduce absenteeism by 2%.for all employees

Workus will show a 10% decrease in scrap by improving reading, paying closer attention to the drawing, and by
completing work according to specifications. They will not transpose numbers.

Reduce the employee turnover rate by 10% through better working conditions demonstraied by more effective
communication and clearer instruction.

Improve quality by reducing thc line rejects and returns from thc customer by 10%.

Workers will show a 10% improvement in output pei man hour through better communication and listening
skills.

Reduce absenteeism by 2% for all employees

At the end of classes workers will be able to:

1. Listen better at meetings in order to improve work habits and produce a quality product.
2. Verbally commUnicate with supervisor to discuss ways of increasing quality and decreasing errors.
3. Cooperate with fellow employees to maintain cleanliness in company by following GMP and taking ownership of

their job area.
4. Communicate with other departments using better interpersonal skills either verbally or in writing to

immediately notify appropriate people of any safety issues.
5. Use an orderly, step by step process to solve problems that disrupt the home/work balance in order to reduce the

chances of absenteeism.
6. Use individual and/or group problem solving techniques to improve on-the-job success and productivity.
7. Give appropriate reason for absence or tardiness in person or on the phone.
8. Request permission to take time off, leave early or change a work schedule.
9. Read a procedure handbook/manual that will allow ,vorkers to increase efficiency and productivity and lower

their absentee rate.

Workers will show a 10% decrease in scrap by improving reading, paying closer attention to the drawing, and by
completing work according to specifications. They will not transpose numbcrs.

At the end of classes workcrs will bc able to:

1. Calculate the amount of scrap at the end of the job order.
2. Calculate the yield of the task.
3. Estimate material needed during a specific time period.
4. Estimate amount of supplies needed to complete task.
5. Calculate amount of timc needed to complete task.
6. Follow and give oral/written report to supervisor when task is complete.
7 Proofread memos, letters, job order reports for number transposition crrors.
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Reduce the employee turnover rate by 10% through better working conditions demonstrated by more effective
communication and clearer instruction.

At the end of classes workers will be able to:

I. Read and write instructions and signs, forms, company material, notes, memos, lab reports, drawings, work order
and return sheet.

2. Follcw the GMP better by reading manuals including (OSHA) safety manuals and laboratory manuals.
3. Read drawings, diagrams with instructions, manifcsts, metal labels, machine gauges.
4. Read work order and machine manuals to set up machines.
5. Give and follow oral directions.
6. Read/label metal/chemicals for proper recycling disposal and/or storage in warehouse.
7. Communicate better with lead person.

Improve quality by reducing the line rejects and returns from the customer by 10%.

At the end of classes workers will be able to:

1. Track thc transfer from assembly to shipping and rccord any errors.
2. Complete Inventory Error Report.
3. Accurately calculate shipping costs, check weight of shipment and rcad destination number on work order.
4. Write and complete necessary paperwork for work order.
5. Input data into inventory properly.
6. Follow verbal and written instruction from supervisor.
7. Communicate more effectively with lead person.
8. Read drawing more accurately to identify product.
9. Read posters, memos, bulletin boards and display boards in order to monitor quality control and management

suggestions.
10. Improve listening skills at company meetings to improve work habits and efficiency in producing a quality

project.
11. Verbally communicate with group leaders and supervisors to look for ways to increase quality and decrease

errors.
12. Read and complete tags and labels properly so product is quality checked and shipped properly prior to being sent

to customer.
13. Improve decision making skills to assurc no incorrect or inferior product is shipped to customer.
14. State problem and ask supervisor or co-worker for help as necessary.
15. Identify substandard products and the reasons.

Workers will show a 10% improvement in output per man hour through better communication and listening skills.

At the end of classes workers will be able to:

1. Read a list of instructions, checklist, drawings, manifests, metal labels and job-aids.
2. Estimate amount of time needed to complete job task.
3. Calculate number of hours needed to complete job task.
4. Write a dcscription of a QC problem and complete QC hold tag accurately.
5. Identify substandard products and reasons.
6. Calculate number of pieces completed during a specific time period.
7. Report completion of task to the supervisor.
8. Communicate better with lead person.
9 Read/write product labels accurately in ordcr to properly assemble product.
10. Follow and give oral directions to assemble product.

84



OVERVIEW OF HIGH TECHNOLOGY MANUFACTURER
(200 EMPLOYEES)

Core Competencies

Workers will reduce the time it takes to give/receive instructions by 10% by demonstrating improvement in
reading, comprehension, and oral communication.

Customers complaints will decrease when all labels are correctly matched to their contents and product orders are
filled accurately.

Workers will complete labor cards properly and avoid improper tagging.

Workers will reduce shipping errors by recording the correct item number, correct count, and properly mput the
correct information into the computer.

Workers will store products in the proper places in the warehouse.

Workers will begin to learn how to read blueprints and article drawings including legends.

Workers will improve their math skills in +, x, , estimating, from whole numbers through fractions and
decimals to weigh, pack and ship in a cost effective way.

Workcrs will spend 10% less time having arguments on the floor and with other employees in ordcr to KIN e
rework time and material usage time.

Workers will be able to reason and problem solve.

Workers will reduce the time it takes to give/receive instructions by 10% by demonstrating improvement in
reading, comprehension and oral communication.

At thc end of classes workers will be able to:

1. Read and write instructions and signs, forms, company material, notes and mcmos.
2. Follow the GMP better by reading manuals.
3. Read packing patterns, diagrams with instructions, hold tags, red tags, raw material tags, material transfer form.

scrap Teport.
4. Review log book with group leader from previous shift.
5. Read run shcct to set up machines.
6. Read chemicals to make better recycling dccisions.
7. Read procedures that will allow the workers to increase efficiency and ownership of thcir arca

Customers complaints will decrease when all labels are correctly matched to their contents and product orders arc
filled accurately.

At thc end of classes workcrs will be able to:

I. Read posters, memos, bulletin boards and display boards in order to pay attention to quality control and
management suggestions.
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2. Improve listening skills at crew meetings and shift meeting that will allow worker to improve on their work
habits and efficiency in producing a quality project.

3. Verbally communicate with group leaders and supervisors and look for ways to increase quality and decrease
errors.

4. Read and complete tags and labels properly so that product is shipped properly and quality checked prior to being
shippcd to customer.

5. Improve their decision making skills to make sure there are no contaminated or inferior designed bottles being
shipped to customer.

Workers will reduce shipping errors by recording the corrcct itcm number, correct count and properly input the correct
information into the computer.

At the end of classes workers will be able to:

I. Follow verbal and written instruction from group leader or supervisor for obtaining internal hold tags or red tags
from appropriate sources.

2. Read tags more carefully pertaining to product defects.
3. Visually check and decide on a good bottle versus a bad bottle with better speed and accuracy.
4. Write and complete necessary 'paperwork (material tag, transfer, work order, label) for proper storage in

warehouse or shipping.
5. Communicate better with process technicians when they find error with robot.

Workers will store products in the proper places in the warehouse.

Upon completion of classes workers will be able to:

1. Initial and tag material correct and more efficiently for transfer to warehouse.
2 Place gaylords in proper staging for storage in warehouse.
3 Place properly completed label on boxes that are to be stored or shipped.
4. Oversee the proper disposal of garbage to warehouse by reading labels and deciding if product is scrap,

recyclable, or waste.

Workcrs will begin to learn how to read blueprints and article drawings including legends.

Upon completing a pre-blueprint math class workers will be able to:

I. Measure bottles in inches to the thousandth of an inch.
2. Estimate, +, x, +, decimals and fractions.
3. Read a simple blueprint and seek out employee career advancement opportunities within thc company with this

newly acquired knowledge.

Workers will improve their math skills in +, x, 4-, estimating from whole numbers through fractions and decimals to
weigh, pack and ship in a cost effective way.

Upon completion of classes workers will be able to:

I Read code numbers, blend tallies to chcck order, calculate number of cases per pallet with greater accuracy.
2. Read, write, compare code numbers to resin, regrind color by writing weight in pounds and compare weight with

percentage of customer requirements.
3. Chart color percentage, graph/plot result of "white" percentage in the color and resin samples.
4. Weigh materials, resin color, purgings morc accurately.
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5. Order packaging materials with material transfer form and calculate the proper box size for the number of
bottles.

6. Identify defects by averaging bottle dimension measurements that are taken with calipers in two locations on the
bottle.

7. Read SPC chart and reduce the math errors in calculating mean, mode and medium.

Workers will spend 10% less time having arguments on the floor and with other employees in order to save rework
time and material usage time.

Upon completion of classes workers will be able to:

1. Cooperate with others to maintain cleanliness of plant by reading employee handbook and GMP guide book.
2. Monitor operations and notify packers and utility personnel through proper communication channels.
3. Tend to "help lights" quicker by managing their time more efficiently and prioritizing workers' needs.
4. Decrease "in-fighting" by attending brainstorming sessions that could be held in shift meetings and crew

meetings.
5. Log mechanical problems and explain to supervisor at crew meeting what the problem is and suggest possible

solutions.
6. Communicate to other departments using better interpersonal skills either verbally or written to notify appropriate

people of any safety issues immediately.
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OVERVIEW OF RESEARCH SERVICE ORGANIZATION
(UNDER 50 EMPLOYEES)

Core Competencies

Workers will show improvement in fluency in conversations and presentations to clients and co-workers.

Workers will improve communication skills through the proper use of idioms and anecdotes when relating to
each other, clients, agencies and subcontractors.

Workers will improve written and oral communications when presenting findings and reports to clients, there
will be an improvement in clear, simple and organized thoughts in both listening and speaking skills between
managers and technicians.

Workers will show improvement by demonstrating effective telephone techniques, listening skills, message-
taking, customer/client understanding and managing the customer/client perception of the company through
proper phone techniques.

Workers will show improvement in fluency in conversations and presentations to clients and co-workers.

At the end of classes workers will be able to:

I . Communicatc more effectively with co-workers, at staff meetings and informally at the office.
2. Improve listening skills and allow improvement of work habits to efficiently produce a quality project.
3. Verbally communicate with co-workers and supervisors to look for ways to increase quality and decrease errors
4. Improve their decision making skills and present findings in a clear, simple and organized manner.
5. Report completion of task to supervisor.
6. Communicatd to other departments using better interpersonal skills.

Workers will improve communication skills through the proper use of idioms and anecdotes when relating to each
other, clients, agencies and subcontractors.

At the cnd of classes workers will be able to:

I . Follow verbal and written instruction from supervisor.
2. Give and follow oral dircctions.
3. Read and use memos, letters and technical reports to communicate with clients.
4. Improve oral presentation skills by using expressions that relate to the audience and/or prospective client, and by

inserting short accounts of incidents that relate to the presentation when appropriate.

Workers will improve written and oral communications when presenting findings and reports to clients, there will be
an improvement in clear, simple and organized thoughts in both listening and speaking skills between managers and
technicians.

At the cnd of classes workers will be able to:

1. Read government regulations and summarize meaning.
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2. Present findings and report in writing and orally to supervisors.
3. Improve clarity of technical reports for comprehension by engineers, scientists, support staffs and clients.
4. Improve presentation of findings to task force and public meeting by demonstrating clarity, simplicity, and

organization skills.
5. Improve communication among employees as they interact with each other, clients, agencies and subcontractors.

Workers will show improvement by demonstrating effective telephone techniques listening skills, message-taking,
customer/client understanding and managing the customer/client perception of the company through proper phone
techniques.

At the end of classes workers will be able to:

1. Make an effective telephone call, identify himself/herself, establish the convenience of the call, express the
purpose of the call, use a good telephone voice, avoid miscommunication and bring the call to a conclusion.

2. Prepare for incoming calls, answer the telephone, screen calls, place callers on hold, transfer a call and keep
'records of calls.

3. Take a telephone message using a standard message format.
4. Plan outgoing telephone calls, to recognize the different types of telephone calls, and to know how the time zones

affect calls and their cost.
5. Identify the different types of telephone equipment, to use voice mail properly and list recent trends in the

telephone industry.
6. Handle request calls, collection calls, appointments and complaint calls and the concept of telemarketing.
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OVERVIEW OF SERVICE (UNDER 100 EMPLOYEES)
PIC PACK, ASSEMBLERS, LINE LEADERS

Core Competencies

Workers will show improvement in their reading, comprehension and oral communications by demonstrating
10% fewer errors in reading instructions.

Customer complaints will decrease when products arc filled accurately.

Workers will complete labor cards properly.

Workers will rcduce errors by recording the correct item number, correct count and properly input the correct
information into the computer.

.Workers will store products in proper places in the warehouse.

Workers will improve their math skills in +, x, +, estimating, from whole numbers through fractions and
decimals to wcigh, pack and ship in a cost effective way.

Workers will learn how to transact business in a more professional way.

Workers will be able to reason and problem solve in order to determine ways to save time and materials.

Workers will show improvement in their reading, comprehension and oral communications by demonstrating 10%
fewer errors in reading instructions.

At the end of classes workers will be able to:

I. Read/complete Inventory Report.
2. Read/complete Pitney Bowes Edit Report.
3. Read a job jackct and check for completeness of information.
4. Read and write instructions and signs, forms, company material, notes, memos, lab reports, Pick tickets, Job

tickcts and return sheets.
5. Communicate with customer service representative.
6. Write special instructions on pick list.
7. Prioritize job tickct on job board and plan on how to pick order efficiently.

Customer complaints will decrease when products are filled accurately.

At the end of classes workers will be able to:

1. Read posters, memos, bulletin boards and display boards in order to pay attention to quality control and
management suggestions.

2. Improve listening skills at company meetings that will allow workers to improve on their work habits and
efficiency in producing a quality projcct.
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3. Verbally communicate with group leadeis and supervisors and look for ways to increase quality and decrease
errors.

4. Read and complete tags and labels properly so that product is shipped properly and quality checked prior to being
shipped to customer.

5. Improve their decision making skills to assure that no incorrect or inferior product is shipped to a customer.
6. State a problem and ask supervisor or co-worker for help as necessary.
7. Identify substandard products and the reasons.

Workers will complete labor cards properly.

At the end of classes workers will be able to:

1. Read/complete/write time card before and after a job task.
2. Proofread and check the labor card for accuracy.
3. Perform basic +, x, 4- in completing labor card.
4. Submit completed labor cards on a timely basis.
5. Estimate amount of time needed to complete job task
6. Calculate the amount of time needed to complete job task.
7. Report errors on labor card.
8. Report completion of task to supervisor.

Workers will reduce errors by recording the correct item number, correct count and properly input the correct
information into the computer.

At the end of classes workers will be able to:

1. Track the transfer from pick/pack to shipping and record any errors.
2. Complete Inventory Error Report.
3. Accurately calculate shipping costs, check weight of pick ticket and read destination number on pick ticket.
4. Write and complete necessary paperwork for job jacket.
5. Input data into inventory properly from a receiving report, rewarchousing report and to check for similar stock.
6. Follow verbal and written instruction from supervisor.
7. Communicate better with hi/lo operator.
8. Read job jacket more carefully pertaining to identifying the product.

Workers will store products in proper places in the warehouse.

At the end of classes workers will be able to:

1. Read/compare load and unload sheets and look for variances.
2. Initial and tag product correctly for transfer to warehouse.
3. Communicate better with the receiving clerk and hi/lo operator.
4. Read/write inventory label accurately in order to ship or store product.
5. Follow/give oral directions to locate an object or a place.
6. Comparc the computer list against the inventory list and update as necessary.
7. Calculate skid height, weight and count and place in correct location in the warehouse.
8. Read/complete "QC tag" and store rejected products in staging area.
9. Identify premium items or transfer to "cage."

Workers will improve their math skills in +, x, ÷, estimating, from whole numbers through fractions and decimals to
weigh, pack and ship in a cost effective way.
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At the end of classes workers will be able to:

1. Calculate variances between pick list and the quality checker.
2. Complete/write quote logs.
3. Read code numbers, blend tallies to check order and calculate number of cases per pallet.
4. Read, write, compare code numbers on pick list to inventory.
5. Calculate tare weight.
6. Calculate number of items needed to complete job task.
7. Calculate number of items completed during a specific time period.
8. Complete labor card.

Workers will learn how to transact business in a more professional way.

At the end of classes workers will be able to:

I. Read posters, memos, bulletin boards and display boards in order to improve quality control and follow
procedures.

2. Listen better at meetings in order to improve on work habits and producing a quality product.
3. Verbally communicate with supervisor to discuss ways of increasing quality and decreasing errors.
4. Read and complete tags, labels and paperwork to assure that product is QC'd prior to being shipped to customer.
5. Communicate to other departments using better interpersonal skills.
6. Oral/written communication to notify supervisor of any safety issues.
7. Cooperate with others to maintain cleanliness in company by following GMP and taking ownership of their area.
8 Complete quarterly profiles as assigned by management.

Workers will be able to reason and problem solve in order to determine ways to save time and materials.

At the end of classes workers will be able to:

1. Read pick/pack instructions, checklists, job aids and job jackets.
2. Estimate amount of time needed to complete job task.
3. Calculate the number of hours needed to complete job task.
4. Identify substandard products and the reason for supervisor and co-workers.
5. Estimate number of pieces to be completed during a specific time period.
6. Calculate numbcr of pieces completed during a specific time period.
7. Report completion of task to supervisor.
8. Complete profile of activities form as assigned by management.
9. Accurately complete labor cards.
10. Accurately calculate the cost of shipping, check weight of skid, check manifest, complete bill of lading and weigh

product.
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INTERPRETING COMPANY MATERIALS

Words are all around us. We need to be able to understand the messages they give us and to use these words to
communicate with others to perform our jobs efficiently. This course will help students interpret and make better use of the
signs, notices, forms, memos and instructions that they come across at work.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:

recognize and use job terms

interpret symbols, abbreviations, and acronyms

discriminate between and use different numbers and codes
read and use company literature
e.g. labels, signs and company forms

follow and give instructions

write summaries, paragraphs, and instructions
use information to take appropriate action

use improved language skills to problem solve

TOPICAL OUTLINE:
job terms

abbreviations, acronyms, and pictorial symbols
working with codes and numbers

subjects and verbs

singulars and plurals

sentence structure

paragraphs

interpreting forms

filling out forms

schedules

reading and interpreting instructions

writing instructions

strategies for dealing with unfamiliar vocabulary

spelling and pronunciation

reading for information

reading and interpreting maps and diagrams
using maps and diagrams to instruct others
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INTERPRETING COMPANY MATERIALS

EVALUATION:

students will be evaluated at the start and finish of every course with pre and post-tests

improvement in learning techniques will be evaluated
based on performance in class and on worksheets

students will perform self-evaluations based on correct completion of worksheets

EVALUATION APPLICABLE IN THE WORKPLACE:

At the end of this course, students will perform more effectively in the workplace:

Students will be more competent at number use and discrimination. This competency will reduce the number
of job errors that revolve around the use of forms, material code numbers, labels, and directions.

Students will be better able to respond to the forms, maps and diagrams they see around them. They will be
able to record their own schedules, report errors and record other information, making them less reliant on
their supervisors.

Students will be more adept at giving and receiving instructions, both written and oral. This will enhance
their ability to perform jobs on the line and make fewer errors in completion of those tasks.
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COMPLEX MATERIALS: DECODING THE FACTS

COURSE OUTLINE:

This course is designed for employees who want to increase their comprehension of more complex reading materials in the
workplace. By developing strategies to identify and respond accurately and efficiently to written messages, employees will
make themselves more competent, and therefore more valuable. The course will use a variety of materials from the
workplace, including forms, memos, letters, and reports. Students will learn skills for improving vocabulary, as well as
reading actively for information.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:
use a reading strategy to skim, scan and read in detail an assortment of reading materials
use the dictionary effectively
apply strategies for dealing with unfamiliar vocabulary
identify subjects, main ideas and supporting details of paragraphs, memos, letters and reports
summarize and report on information they have read, both orally and in writing
fill out more complex forms
read more complex reports

TOPICAL OUTLINE:

developing a reading strategy
skimming and previewing
using the dictionary effectively
strategies for dealing with unfamiliar vocabulary
frequently confused words
identifying subjects, main ideas and supporting details
responding to memos and letters
filling out more complex forms
reading reports

1 9
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PRESENTATION SKILLS

COURSE OUTLINE:

Employees need to be able to put forward their ideas clearly and persuasively. This course takes students through the
process of presenting ideas, from preparing themselves and their materials to standing up and speaking in front of an
audience.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:

identify the traits of good and bad speakers
use strategies to relieve presentation stress
prepare a presentation for different lengths of time
brainstorm to select an appropriate topic
identify different audiences and situations
research, write and organize information
create and use effective visual aids
conduct effective Question and Answer sessions
give coherent presentations
give and receive constructive feedback

METHODS:

guided group discussions
individual reading and writing
constant practice speaking in front of the class
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MEMO WRITING

In order to write clear and effective memos, employees must be aware of their writing style, their grammar, tone and
organization. This course will enable students to write more accurate and concise memos and be better able to dcal with
difficult memo writing situations in the workplace.

OBJECTIVES:

At the end of this course, students will be able to do the following:

recognize thcir audience
name their topic/main idea before writing
organize their writing time using the 4 steps
use the standard memo format
write complete sentences
brainstorm
use correct punctuation
get thcir point across using clear and specific words
recognize and avoid bad writing: redundancies, repetition, wrong usage, wordiness
write memos that have a clear and strong intended action/effect
write memos that are reader friendly (using bullets, lists, numbers, etc.)
put the audience's needs for information first

TOPICS:

writing diagram
topic selection and specification
4 steps of writing
standard memo format
complete sentences

METHODS:

individual writing
peer critique
worksheets and review
class discussion

MATERIALS:

diagrams
handouts and worksheets
lists
sample company memos
student generated memos
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MEMO WRITING
CONTINUED

EVALUATION:

students evaluate their own work
in peer critique, students evaluate each other's work
instructor evaluates completion of memo
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TECHNIQUES FOR BETTER MEMO WRITING

OBJECTIVES:

At the end of this course, students will be able to do the following:

recognize their audience
name their topic/main idea before writing
organize their writing time using the 4 steps
use the standard memo format
write complete sentences
brainstorm
use correct punctuation
get their point acrbss using clear and specific words
recognize and avoid bad writing: redundancies, repetition, wrong usage, wordiness
write memos that have a clear and strong intended action/effect
write memos that are reader friendly (using bullets, lists, numbers, etc.)
put the audience's needs for information first

TOPICS:

writing diagram
topic selection and specification
4 steps of writing
standard memo format
complete sentences

METHODS:

individual writing
peer critique
worksheets and review
class discussion

MATERIALS:

diagrams
handouts and worksheets
lists
sample company memos
student generated memos

EVALUATION:

students evaluate their own work
in peer critique, students evaluate each other's work
instructor evaluates completion of memo
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BUSINESS WRITING H

COURSE OUTLINE:

In order to communicate effectively, we need to be able to write clearly and persuasively. This course presents the
fundamentals of effective business letter writing. We will focus on logical organization, word choice, style, tone and
clarity, using students' own examples as well as practice exercises for reinforcement.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:

identify the reason for writing
analyze the reader and what his response should be
choose appropriate styles and tones
organize ideas into the most effective order
apply the principles of good business writing, including grammar, punctuation and mechanics
edit first drafts
write clear, precise letters and memos

TOPICAL OUTLINE:

analyzing the author's purpose, the reader, the style and tone
prewriting brainstorming, organizing, freewriting
writing clearly and correctly
editing

OTHER:

Hours: 12

CEU: 1.2
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WRITING CLEAR INSTRUCTIONS

COURSE OUTLINE:

Writing clear instructions is one of the most valuable skills any employee can bring to a company. Without clear, concise,
accurate instructions, errors and reworks reduce productivity. This course will enable the employee to write instructions
that are accUrate, sequential and clear.

OBJECTIVES:

Upon completion of this course the student will be able to do the following:

identify goal and purpose
identify the best method for presenting the instructions
use clear consistent sequence
use concise language

TOPICS:

goal and purpose
active vs. passive voice
modifiers
clear instructions
clear sequence
verb use
pronouns

METHOD:

class discussion
individual work on worksheets
pair work

EVALUATION:

At the end of these sessions, students will be competent in these areas:

determining the purpose and goal of instructions
writing in clear sequence
using concise language
generating instructions for a work task

MATERIALS:

worksheets
student generated instructions

1
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REPORT WRITING FOR TECHNICAL STAFF

COURSE OUTLINE:

This course has been designed to help new American engineers with all aspects of report writing. We will focus on the
outline and structure of reports, brainstorming, organization and the most effective ways to present information. We also
apply the principles of good writing, including grammar, punctuation and mechanics, already covered in the Business
Writing class.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:

clearly identify the scope and purpose of the report
analyze who will be reading the report
brainstorm effectively
write a clear preliminary purpose statement
manage the time spent on writing more efficiently
write a progress report
present information effectively
apply the principles of good business writing
construct clear reports using the suggested outline

TOPICAL OUTLINE:

analyzing scope and purpose, the reader(s), the style
prewriting brainstorming and organizing ideas
managing time spent on writing
writing purpose statements, progress reports and reports
editi ng
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MATH ON THE JOB

COURSE OUTLINE:

This course is a review of basic number concepts focused on helping participants understand the meaning of numbers and
arithmetic operations. Strategies are provided for increasing accuracy when doing computations with whole numbers,
decimals, fractions and percents. Rounding, estimating and averaging is covered. Applications to real work situations are
used throughout with an emphasis on problem solving.

OBJECTIVES:

Upon completion of this course, students will be able to:

read and write whole numbers and decimals using a place value chart
perform operations involving whole numbers ,decimals and fractions
round numbers and estimate
solve proportions
calculate per cents
apply number concepts in problem solving situations
read and interpret charts and graphs

TOPICAL OUTLINE:

place value
computations with whole numbers
rounding, estimating and averaging
computations with decimals
tolerance
radius and diameter
understanding fractions
reading a fractional scale
ratio and proportion
per cent concepts
problem solving

OTHER:

Hours: 24
CEU 2.4

SOURCES:

Mitchell, Robert, Math Skills that Work, Book One. Chicago: Contemporary Books, 1991.
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MATH FOR QUALITY CONTROL

Course Outline:

This course is a review of basic number concepts focused on helping participants understand and be able to accurately

record filling level data. Strategies are provided for increasing accuracy when doing computations with decimals and

percents. Rounding and averaging will be covered together with metrics and specific gravity. Participants will be trained in

determining when fill levels are outside of required specification limits so that appropriatc action can be taken to remedy

the situation.

OBJECTIVES:

Upon completion of this course, students will be able to:

perform basic operations involving decimals and percents
round numbers
perform mental arithmetic
calculate averages
accurately weight tubes and record the data

compare data with minimum and maximum limits to determine if tube weights are within required

specifications

TOPICAL OUTLINE:

rounding
estimating
averaging
computations with decimals
per cent concepts
metric system
weights and measures
specific gravity

OTHER:

Flours: 12

CEU 1.2

SOURCES:

Mitchell, Robert. Math Skills that Work, Book One. Chicago: Contemporary Books, 1991.
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CHARTS AND GRAPHS IN THE WORKPLACE

OBJECTIVES:

At the end of this session, students will be able to do the following:

read a simple table
read a complex table
make a table from gathered information
read and make bar graphs, multiple bar graphs, line graphs, multiple line graphs, pie charts
understand the differences between the different types of charts and graphs
take data and make an appropriate graph/chart
make projections from charts/graphs
see trends and draw logical conclusions from charts/graphs
calculate totals, averages, and percentages

TOPICS:

tables
bar graphs
line graphs
pie charts
drawing conclusions
seeing trends
plotting information in different types of charts/graphs
calculating totals, averages, and percentages

METHODS:

Class discussion
Individual work
Pair work on some of the graphs/charts

MATERIALS:

Worksheets
Rulers
Graph paper
Cylinder with which to make a pie chart circle
Calculators
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BLUEPRINT READING

This course focuses on enabling participants to read and accurately interpret fabrication blueprints. Basic principles
covered will include symbols and standard terminology used on blueprints, reading blueprint notes, understanding
orthographic representations. The use of tools and devices for measuring will be emphasized throughout including the steel
rule, vernier caliper and protractor. Exercises will focus primarily on the study of company drawings.

OBJECTIVES:

Upon completion of this course, students will be able to:

perform numerical operations required to read blueprints
read a fractional inch ruler
read a dial caliper
read a protractor
calculate tolerance limits
interpret orthographic representations
understand blueprint symbols and standard terminology
determine if a given manufactured piece is defective based on blueprint specifications

TOPICAL OUTLINE:

operations with decimals and fractions
types of lines used on a blueprint
three-view drawings
measuring with a scale
reading the information on a blueprint
tolerance
use of a vernier caliper
angular measurement
interpreting company blueprints

Other:

Hours: 24
CEU: 2.4

SOURCES:

Olivo, Dr. Thomas. Basic Blueprint Reading and Sketching. Delmar Publishers Inc., 1993.
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ENGLISH AS A SECOND LANGUAGE
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ENGLISH AS SECOND LANGUAGE
IN THE WORKPLACE

COURSE OUTLINE:

This course identifies English problems for non-native speakers and encourages students to practice speaking, writing,
listening, and reading skills using company literature such as procedures, lists, policies, and safety information. This class
will also provide practice in English pronunciation, sentence structure, verb tenos, American idioms, and enhance their
work vocabulary.

OBJECTIVES:

Upon completion of this course, students will be able to:

Ask grammatically correct questions in various tenses
Give grammatically correct answers in various tenses
Ask for and understand oral instructions
Read and interpret written instructions
Read and use the literature in the workplace
Report important workplace events in a clear and concise manner (written and spoken)
Communicate effectively with co-workers
Use improved language skills to problem solve in the workplace
Build a working English vocabulary for the workplace and beyond

TOPICAL OUTLINE:

Simple present tense
Present Progressive tense
Simple past tense regular and irregular verbs
Expression "It takes me"
Cardinal and Ordinal Numbers
Codes, Abbreviations, and Symbols
Nouns and Pronouns
Prepositions
Passive Voice vs. Active Voice
Definite and Indefinite articles
Commands for giving instructions
MSDS sheets and safety vocabulary
Role plays: introducing yourself and others; asking for information; reporting information and incidents;
implementing safety rules and disciplinary procedures; asking for and giving instructions
Work vocabulary
Work literature: forms, labels, instructions; MSDS sheets; disciplinary and safety policies.
Team building activities: brainstorming, building, consensus, and problem solving
Critical language skills: dialogues; role plays; idioms; situations for various levels of speech (formal,
informal)
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ESL IN THE WORKPLACE
(CONTINUED)

EVALUATION:

students will be evaluated for written and spoken language skills with interviews and analysis of pre and post-
tests

improvement in learning techniques will be evaluated based on performance in class and on worksheets

students will perform self-evaluations based on correct completion of worksheets

EVALUATION APPLICABLE IN THE WORKPLACE:

At the end of this course, students will perform more effectively in the workplace:

Students will be more competent at number use and discrimination. This competency will reduce the number
of job errors that revolve around the use of forms, material code numbers, labels, and directions.

Students will be more effective communicators in that they will be able to use correct verb tenscs and time
expressions, which will reduce the occurrence of misunderstanding or miscommunication.

Students will be more adept at giving and receiving instructions, both written and oral. This will enhance
their ability to perform jobs on the line and make fewer errors in completion of those tasks.



ADVANCED ESL FOR MANUFACTURING

ACCENT ON ENGLISH:

As the next level program, this ESL course identifies English problems for non-native speakers and encourages students to
practice speaking, writing, listening, and reading skills using company literature such as illustrations, instructions, maps,
and notices. Also, the classwork motivates students to improve pronunciation, sentence structure, verb tenses, American
idioms, and work vocabulary and encourages students to organize work projects, identify problems, describe problems,
solve problems, and implement solutions in order to create a harmonious environment where successful communication can
occur.

OBJECTIVES:

Upon completion of this course, students will be able to:

Ask grammatically correct questions
Give grammatically correct answers
Ask for and understand oral instructions
Read and use the literature in the workplace
Communicate effectively with co-workers
Build a working English vocabulary for the workplace
and beyond
Analyze problems and implement solutions
Organize work materials and take responsibility for physical improvements to the work area

TOPICAL OUTLINE:

Grammar Skills:
Simple past tense, present perfect, past perfect,
Present real conditionals, past real conditionals, past unreal conditionals
Causative and Permissive
Negatives: no, not, none
Use of some/any to avoid double negative

Role plays:
Asking for instructions
Giving instructions
Reporting incidents in the workplace

=1, Expressing conditional statements
Job Focus:

Work vocabulary
Work literature: line instructions, product illustrations,
Company maps, material lists, MSDS sheets

Analytical Skills:
Steps to problem solving
Organizational skills
Ability to discriminate among parts
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ADVANCED ESL FOR MANUFACTURING

EVALUATION:

students will be evaluated for written and spoken language skills with interviews and post-test

students will perform self-evaluation based on correct completion of worksheets

improvement in learning techniques will be evaluated with interviews and student response sheets

students will be evaluated for their participation in team.; and for their completion of analytical tasks

OTHER:

C.E.U.: 1.6
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COMMUNICATING EFFECTIVELY
IN A BUSINESS SETTING

COURSE OUTLINE:

This course will help the non-native English speaker to communicate more effectively with clients, colleagues, superiors
and subordinates. The class will be taught using handouts, worksheets, role plays, dialogues and discussion. We will pay
attention to American grammar and idioms. This will be an introductory class that will lead to further courses, for
example, business and report writing.

OBJECTIVES:

Upon completion of this course, students will be able to do the following:

identify who they communicate with at work and on what level
identify audience and purpose
use appropriate style and tone
introduce themselves, their company and their services to new clients
classify different behaviors
identify non-verbal clues
recognize different cultures' non-verbal messages
understand different conversational styles
use active listening skills
use Prep. and Point/Counterpoint formulas to organize thoughts in different situations
answer questions efficiently in Q & A sessions
use tenses correctly of both regular and irregular verbs
improve other language and grammar problems identified by the teacher and individual students
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INTERPERSONAL SKILLS

117



COMMUNICATION STRATEGIES AT WORK

COURSE DESCRIPTION:

The communication between co-workers and with customers can make the difference between efficient productivity and
wasted effort and mistakes. This course will begin the process of building effective communication skills for use in thc
workplace as well as in personal relationships.

OBJECTIVES:

As a result of this course, participants will be able to:

Understand the communication pracess
Identify different personality types and strategies for dealing with others
Refresh skills in active listening
Reinforce assertiveness skills
Build confidence through positive self talk
Use professional behavior and respect to gain cooperation
Resolve conflicts using the skills learned
Interpret and use non-verbal messages

OTHER:

0.6 C.E.U.
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COMMUNICATIONS THE NEXT STEP
TEAM BUILDING, REACHING CONSENSUS AND CONFLICT

RESOLUTION

COURSE OUTLINE:

This course will build on the skills taught in our prior Communications course. As explored previously, we will continue to
use listening, developing understanding and clarifying what one another means to keep constructive communication on

track. Specifically, the importance of team building, reaching consensus and conflict resolution as part of the
communication process will be the focus of this course.

COURSE TOPICS:

Review active listening and effective communication skills
Assertively getting your point across
Understand the difference between a work group and a team (Which operates in your work setting?)
How to support the problem solving efforts of the team
Resolving conflict through communication and trust in the team
Skills to reach consensus and/ or agreement

COURSE DETAILS:

Four sessions
.8 C.E.U.
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MANAGING STRESS ON THE JOB

Too often changes at work or in our personal lives cause an overload of stress. Usually the effects of the stress spill over
into most areas of what we do. This course will provide an opportunity to develop the skills needed to meet the stress and
reduce the "overload".

COURSE OBJECTIVES:

Recognize personal stress response pattern
Learn relaxation techniques
Communicate to reduce or minimize stress
Lcarn to reduce stress through exercise, nutrition, etc.
Identify personal stress triggers

COURSE TOPICS:

Define stress
Learn physical symptoms
Use appropriate management techniques
Adapt work situations to combat stress

COURSE DETAILS:

3 class sessions
0.6 CEU
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OBJECTIVES:

Describe and analyze problems encountered at work
Write a problem statement
Use an orderly, step by step process to solve problems
Apply creativity to the problem solving process
Use the brainstorming technique to help solve problems
Become adept at using these techniques for all types of problems (work or personal)

TOPICAL OUTLINE:

Defining a problem
Guidelines for writing a problem statement
Steps in problem solving
Creative thinking
People and problems
Action plan for problem solving

COURSE DETAILS:

3 week course, 2 hours each session
0.6 C.E.U. (Continuing Education Unit)

1 4
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APPENDIX E
SAMPLE SCHEDULE
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Company Name:

Date:

Numbcr of Employees Trained

PRIDE Employer Evaluation
Fall 1993 [November 19931

Spring 1995 [August 1995]

As compared to 1993 before training began to present (1995), please choose the ratir tat most closely matches the
employees' performance.

Place a Hin the appropriaie box.

Written Communication

1. Recognize and read common words and meanings used at work.
2. Understand jobs related to work when technical meanings are

required.
3. Determine meanings of expressions used on the job.

4. Recognize the meanings of common abbreviations and acronyms
used at work.

5. Can interpret 3-dimensions or exploded view of an object for
assembly.

6. Can follow sequenced illustration for assembly.

7: Can perform job from written or spoken directions given in
English.

8. Can use written material to get job information.

9. Can use forms and written material to complete job.

10. Can do paperwork reqUired for the job.

11. Can fill in forms.

12. Can infer information from written material.

13. Can identify parts, labels, and numbers from illustration or chart.
14. Can follow writtcn directions.

u

2 3 4 5
Most of None of
the time the time
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1. Makes suggestions about safety hazards.

2. Contributes ideas for safe environment.

3. Reads safety materials and follows instructions.

4. Uses appiopriate tools and equipment for job.

5. Follows directions.

6. Reports errors or unsafe conditions.

Communications

1. Can communicate with other workers in own department and in
other departments.

2. Calls the company to report absence or lateness.

3. Listens to and follows instructions.

4. Makes limited number of mistakes as a result of not listening to
instructions and/or not asking appropriate questions.

5. Company receives fewer customer service complaints.

Quality of Work

I. There has been a reduced amount of time needed to give/receive
instructions for assignments.

2. The number of mistakes or reworks is reduced.

3. Workcrs now read and understand work ordcrs.

4. Workers use blueprints or graphic material accurately. (if
applicable)

5. Workers use measurement tools accurately. (if applicable)

6. Employees compute math needed on the job.

7. Monitors machine errors and deals with them through the team.
8. Completes job related paperwork and tries to improve procedures.
9. Sets machines correctly and checks settings thoroughly.
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Overall Improvement Since Training Began

1. Overall performance or knowledge of job has improved.

2. Language and math skills have improved.

3. Overall communication level has improved.

4. Overall level of job satisfaction has improved.

5. Overall self-esteem appears better.

6. Able to establish and follow through with priorities.

7. Overall knowledge of the work and company operations has
improved.

8. Able to problem solve situations constructively.

9. General attitude seems better.

10. Able to use the technology required on the floor.

11. Show an interest in learning.

12. Number of absentees decreased.

13. Number of grievances submitted decreased.

14. Number of discipline,records decreased.

15. Workplace safety record improved.

16. Increased number of suggestions made.

17. Reduction in the turnover rate.
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Supervisor Evaluation Form
P.R.L D.E.
1994-1995

On an ongoing monthly basis let's look at the training program to evaluate its progress. Do we see
tangible changes? Is there any inpact? Are there still areas to cover? Once again we turn to you for your
opinions and Suggestions to make the training program more valuable to your groups, to the company,
and to the employees.

1. How many employees from your area have participated in training?

a. How long was this training? (Number of courses or hours?)

b. What percentage of your group has had training to date?

Please rank your answers from 1 to 5, where 1 indicates "Very Unlikely" and 5 indicates "Most
Likely". Circle your answer,

Very
Unlikely

Most
Likely

2. Do these employees ask for clarification more frequently? 1 2 3 4 5

3. Do you notice fewer mistakes or less rework? 1 2 3 4 5

4. Do employees now take more initiative to solve problems by
themselves? 1 2 3 4 5

5. Are employees making attempts to handle stress on the job
more effectively? 1 2 3 4 5

6. Do the employees seem more involved in what they are
doing? 12345

7. Are there better communications and understanding between
work units and departments? 1 2 3 4 5
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8. Do employees seem more confident when

Very
Unlikely

Most
Likely

communicating with you or co-workers? 1 2 3 4 5

9. Can you more clearly understand employees
whose native language is not English? 1 2 3 4 5

10. Are employees better able to read and compute work orders
and job-related material? 1 2 3 4 5

11. Has employee attendance/punctuality improved? 1 2 3 4 5

12. Are employees more effective filling out time cards? 1 2 3 4 5

13. Can employees report work situations more clearly? 1 2 3 4 5

14. Do you notice any changes in attitude towards the job since
employees began training? I 2 3 4 5

15. Have any of your employees 1,;d up for a new job? 1 2 3 4 5

16. Have there been instances of improved safety? 1 2 3 4 5

17. Do employees volunteer for group activities more? 1 2 3 4 5

18. Has turnover decreased? I 2 3 4 5

19. Has there been increased positive customer feedback? 1 2 3 4 5
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Page 3

Very Most
Unlikely Likely

20. Has there been a reduction in time you spend giving/repeating
instructions? 1 2 3 4 5

21. Our courses try to provide an opportunity for employees to practice work-related activities. Are there
other areas you would like our training to cover that would help your area? (Ex. -communication)

Name Department
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Areas for Evaluation
P.R.I.D.E.*

(People Retraining for Industry Excellence)

Business Outcomes Educational Outcomes

Employee empowerment = communication skills
Attendance = increased confidence, morale
Safety = following directions
Per unit production = accuracy
Lower error rates = better communication and teamwork
Reduced management time for instructions = communication, directions
# of product defect pre/post program = details, directions, etc.
Quality measurements = reading, math, etc.
Increased on-time shipment of orders = details
Positive customer feedback = customer service, team building
Improved morale = attention from program, feeling

= company investing in employee
Reduced turnover = more skills, can hire internally
Reduced waste = accuracy
Promotions = improved skills
Improved safety in non-English speakers = improved ability to communicate
Bidding out on other jobs = increased confidence and ability
Client satisfaction =accuracy
Complaint reduction =communication and accuracy
Other company standards = work with management

15b
133



APPENDIX G
INDIVIDUAL EDUCATION PLAN

IEP
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P.R.I.D.E.
People Reualning for Industry Excellence

Name:
Date:
Current job:
How long in this job?
Previous job:
What job training have you had?

Education: Completed high school?
Highest grade level?
Would you like to get your G.E.D.?
What do you like to do to get your G.E.D.

What do you need to learn about/improve for your job or home life?

What are your interests?

Course material information

READING

What kind of reading do you do on your job: Check those that apply.
forms
charts
manuals
memos
documents

The reading that I am required to do for my job is difficult. YES NO
I need to improve my reading skills.
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ENGLISH AS A SECOND LANGUAGE (ESL)

Is English a 2nd language for you?
What is your primary language?
Have you ever completed an ESL course?
Did it help you?
Do you like more ESL classes?
What do you think that you need to improve?

WRITING

What kind of writing do you do on your job: Check those that apply.
forms
charts
memos
reports

Do you need to improve your writing skills?
In what areas do you think you need to improve?

MATH

What kind of math do you use on your job? Check those that apply.
measurement
estimation
calculation
graphing/plotting

Do you need to improve your math skills?
In what areas do you think you need to improve?
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PEOPLE SKILLS (INTERPERSONAL)

Here are some additional areas which will be addressed in the P.R.I.D.E. training. Check
those that will be helpful to you.

Communicating effectively with co-workers, supervisors or customers
Managing stress
Managing time
Problem solving techniques

With the skills and knowledge you have now, are you able to perform your job
satisfactorily?

What do you find most difficult about your job?

How do you usLally go about learning more about something you are interested in or
need to know something about? Check the one most true for you.

Read about it
Listen to it
Have someone show you more about it

Please review the course choices (see attached) and indicate below which are needed/
interested in:
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Courses for P.R.I.D.E.

March 1994 - April 1995

ESL 1: This course identifies English problems for non-native English speakers and
encourages students to practice their listening, speaking, reading, and writing skills using
company literature such as procedures, lists, labels, signs, and safety information. The
instructor will work with students to improve pronunciation and expression as well as correct
use of verb tenses, grammar, and American idioms.

ESL 2: This course is a continuation of ESL 1 and continues to use company materials such
as maps, charts, instructions, and forms. Students are encouraged to create and respond to
workplace scenarios as well as communicate their ideas in clear and standard English.
Students work to enhance their vocabulary, improve their grammatical skills and expressions.

ESL 3: This course is a continuation of ESL 2 and focuses on American expressions and
idioms as well as company literature. Case studies and scenarios are created and resolved.
Students continue to work on vocabulary and self-expression (written and spoken).

I 13
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ESL Dialogue: This course focuses on the dynamics of conversation and the different ways
to speak to people within the company. Situations and role plays from the workplace will be
used to allow students to practice idioms, new vocabulary, and grammatical structures, and
encourage students to use language to problem solve.

Reading Lab: This is a small ongoing class for people who need to learn the basics of
reading and writing. The reading instructor will ask individuals to join this group. However,
if you know that you need this class, please sign up. The instructor will work individually
with students until she feels it is time for.everyone to be together as a class. Students will
spend part of the class time working at their own pace with the instructor, and then all will
work together on shared problems.

Reading and Writing Forms and Instructions I: This course will help students interpret and
use signs, notices, forms, and instructions. Students will learn strategies to interpret symbols
and abbreviations, apply strategies for dealing with unfamiliar vocabulary, and use a reading
plan. Students will be able to understand the purpose and subject of forms, complete forms,
follow and give written instructions. Also, students will learn good writing strategies. Case
studies and workplace scenarios are implemented.

Reading and Writing Forms and Instructions II: This course is a continuation of part I.
This time, the material used is more complicated and interrelated. Students continue to
improve vocabulary skills, and will expand their reading skills by working on maps,
diagrams, and flowcharts. Students will work more on giving and receiving more complex
directions. They will write summaries, paragraphs, and instructions; they will also research
information to solve a case study.

Reading and Writing Notes and Memos: Employees need to understand and respond to the
notes and memos they receive from the company. This course will give students strategies for
understanding and interpreting this information, as well as provide strategies to improve basic
listening skills (for meetings) and note-taking. Students will be able to identify subjects, main
ideas, and supporting details of the reading material and will generate concise and
grammatically correct memos and notes.
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Reading Company Materials: This course helps employees understand company literature
regarding benefits, health and safety, employee rights, and company policies. Students will
use a reading pian to skim, scan, and read in detail parts that are important for their use.
Students will research information and summarize that information for others. As a small

group project, students may rewrite parts of the company manual or safety policies so that the
material is easier to understand.

Grammar Brush Up: This course offers students the opportunity to brush up on all those
grammar rules that they have forgotten or always needed to know. It takes the form of 4 mini
sections, each of which is complete in itself. Topics covered are parts of speech, punctuation,
spelling, and vocabulary and sentence problems.

Memo and Letter Writing: This course provides strategies for delivering brief, clear and
complete written messages. Students will learn how to present their ideas clearly and usefully to
their readers. These sessions will show students how to apply the principles of good business
writing to any writing they may have to do at work and at home.

Business Writing: In order to communicate effectively in the modern office, employees need to
be able to write clearly and persuasively. This course presents the fundamentals of effective
business letter writing. It focuses on logical organization, word choice, style, tone and clarity,
using students' own examples as well as practice exercises for reinforcement.

Technical Writing: For those who work in more technical positions, this type of writing is
necessary in order to record and convey information such as procedures, techniques, and
mechanical instruction. The instructor will also cover elements of proofreading and editing
(abbreviations and markings). Students will work on current projects and provide feedback to
each other regarding the usability and readability of their work.

Number Discrimination: Students will practice reading, writing, listening to, and recalling
number sequences in order to avoid number errors. Company material will he used to
generate scenarios. Students will work in pairs and individually to practice these skills.
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Tables, Charts, and Graphs: This class is to familiarize students with tables, pie charts, bar
graphs, and line graphs. Students will compare the uses and effectiveness of these and spend
time interpreting them. Students will generate their own charts and graphs using company
information.

Pre-Blueprint Math I, II, and III: This hands-on class will give students practice in
calculating with whole numbers, fractions and decimals. These skills will be applied to work
situations and will include practice reading gauges, scales, and charts.

Math on the Job I, II, and III: This class will help students increase their understanding of
numbers on the job. There will be instruction in mental arithmetic, rounding, estimating,
averaging, and problem solving. Basic concepts of working with deciMals will be covered.
Reading charts, graphs, and scales will be explained together with techniques for weighing
and measuring. Participants will also gain an understanding of employee benefits.

Problem Solving Techniques: This course will help students to learn the strategies needed
for describing and analyzing problems. Using a step by step process, students will be guided
through brainstorming possible solutions, using creative thinking, and taking action on an
appropriate solution. By the end of the course, students will have had hands-on practice in
using these strategies for all types of problems (work or personal).

Time Management: Students will begin this course by understanding the importance of
preparing menta lly and physically for a productive day. Then, several time management
techniques will be discussed, practiced, and applied. By the end of this course, students will
apply the strategies learned to suit their individual time-use needs.

Stress Management: With all the stress we experience both on the job and at home, this
course offers some techniques to reduce and manage it. Within the class sessions, strategies
for relaxation, communicating beyond conflict, stress, proper nutrition and the benefits of
exercise will be taught, practiced and applied.
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Presentation Skills: We need to be able to put forward our ideas clearly and persuasively.
This course takes students through the process of presenting ideas, from preparing themselves
and their materials to standing up and speaking in front of a group of people. Some of the
topics students will learn about and apply are these: traits of good/bad speakers, organizing
information, draft and summaries, practicing the presentation and strategies for giving and
receiving constructive feedback.

Presentation Skills for Business: This course is similar to the regular presentation skills
course, but foeuses on techniques used specifically in sales meetings, at trade shows, and in
impromptu situations. Students will organize materials to fit the time requirements for 5, 15,
and 30 minute presentations, and work on using visual aids and audience Q/A sessions.

Documentation: This course is designed to help employees keep track of their daily work,
such as in logs or in an instruction format. Good writing skills are stressed, as are proper
formats and reader usability.

Communicating Effectively: Problems at work occur when there are blockages to
communication. This course will encourage students to look at how we communicate both on
a personal level and on the job, and will give students strategies to communicate more
effectively. Specifically, students will learn about their own styles of communicating,
observing and using body language, learning and practicing active listening skills, and
applying strategies to resolve conflict and problems.

Team Building: In any work environment, it is the employees working well together that makes
the business _productive, strong, and so keeps them employed. This course will focus on
understanding and accepting personality differences, communicating clearly and effectively, and
recognizing and understanding the roles people take in a group.

How You and the Company Work: This course will show how employees relate to the whole
company as well as how the company itself works. Students will use company materials such as
flowcharts, tables, and graphs and solve case studies that stress the importance of employee
skills, responsibility, and awareness.

Telecommunications: Designed for employees who deal with clients on the phone, this course
will help students improve their voice skills, professional phone manners, and techniques for
giving and getting messages. Students will learn how to deal with difficult callers and difficult
telephone situations, and how to satisfy client needs.

1 63
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GRUMBACHER
tine Quality Artists' Materials

M. GRUMBACHER, INC.
30 Englehard Drive

Cranbury, N.J. 08512

TFLEPHONE (609) 635-8282
TELEX 139195

FAX (609)655-9114

September 25, 1995

Ms. Elizabeth Miller
U.S. Department of Education
Washington, D.C.

Dear Ms. Miller:

On behalf of M. Grumbacher, I would like to express my sincere gratitude for your
assistance in working with Mercer County Community College, and indirectly with each of
the partners, in implementing the Workplace Literacy Grant.

I believe the grant has had a positive impact in motivating employees to increase their
employment opportunities through basic skills enhancement and hope this motivation
inspires employees to take the initiative to continue their education at Mercer County
Community College or elsewhere. Though the grant-funded training has officially
concluded, M. Grumbacher will continue to actively encourage all our employees to
continue to pursue their educational goals through our tuition assistance program.

Again, I would like to thank your department and Mercer County Community College for
providing the resources we so desperately needed.

Sincerely,

t\I

Dennis Richardson
Personnel Manager

DR/vks
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HANN & DE r)ALMER
DIVISION OF C&I PROMOTIONS, INC.

September 19, 1995

Ms Elizabeth Miller, Grants Officer
U.S. Department of Education
400 Maryland Avenue Southwest
Building: Switzer .4512
Washington, DC 20202-7327

Dear Ms Miller,

On behalf of the employees of Hann & DePalmer, we want to thank the
Department of Education and Mercer County Community College for the
opportunity to participate in the Federal Workplace Literacy Grant.

Our 18 month partnership with Mercer College went by so quickly! The teachers
actually became a part of our H & D family. The results of their teaching and
personal skills have impacted positively on all of us.

The management of our company has always believed in training and education on
the job. The Grant made us especially aware of the need for more self-
improvement skills. Our budget and goals for 1996 includes a much greater
emphasis on education on all levels.

Thanks to the Grant and Mercer College our employees are doing a better job for
us, but much more importantly, they are much better prepared for their future.

cc: Elaine Weinberg
Mercer County Community College

Sincerely,

P.
* '

Beth M. Hann
Human Resource Director
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McLean Engineering
A ZERO

Corpomtior,

September 26, 1995

Ms Elizabeth Miller
US Department of Education
400 Maryland Avenue South West
Washington, DC 20202-7327

Dear Ms Miller:

70,WdshoqmPoAd Too'hole
Pos!CP14-,,b1,,,, 127 609 799 0190

F,Icsoido

ti99 7;;:1 It-01

McLean Engineering participated in the Workplace Literacy
Program as a partner with the Mercer County Community
College from February 1994 until August 1995.

The grant allowed us to offer training in reading, writing,
and grammar. We were very pleased with the results of the
program. This was a win win program for all who
participated. We had excellent participation with 90% of
the employees attending at least one class.

I'd be remiss if I didn't give credit to the outstanding
Mercer County Community College teachers. They were truly
committed to their students.

Because cf the significant impact the program had at McLean
Engineering, we plan to continue training and employee
enrichment.

Thank you for the opportunity you gave our employees.

Sincerely

V44)4i (\kAtft0
Pat Gargus
Human Resource Manager

A. U
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RheinCherir:ria

Elizabeth Miller, Grants Officer
U.S. Department of Education
400 Maryland Avenue South west
Building: Switzer 4512
Washington, DC 20202-7327

Dear Ms. Miller:

A Bayer (I) Company
Rhein Chemie Corporation
1008 Whitehead Road Ext
TrentonJO COM
Phone: 609 771-9100
Fax:

September 28, 1995
609 771-9539

The Rhein Chemie Corporation participated in the Workplace
Literacy Program as a partner with the Mercer County Community

College.

Throughout the 18 months of the grant, more employees were

placed in the classroom setting than we ever thought possible.

Our employees improved their skills in many areas, which is
showing in their performance in the workplace.

Even though the grant is officially completed, our plans

for training and development will continue.

We had an excellent partnership with Mercer County Community

College. Their commitment to education was demonstrated in the

outstanding quality of education provided to our employees.

much.

dz

On behalf of Rhein Chemie Corporation, we thank you very

Sincerely,

Dorothy ZrinWO
Human Resources Representative

u



-,f-1,,

BEM

September 20, 1995.

Manufacturers of stock and custom plastic bottles
Setco Inc. 34 Engelhard Drive, Cranbury. New Jersey 08512 Telephone (609) 655-4600

Elizabeth Miller, Grants Officer
U.S. Department of Education
400 Maryland Avenue South West
Building: Switzer 4512
Washington, DC 20202-7327

Dear Ms. Miller:

We at Setco would like to express our thanks to the Federal
Government for awarding Mercer County Community College,the Federal
Work Place Literacy Grant that we have been involved in for the
past 18 months.

Our sincerest appreciation also goes to the College for approaching
us with the opportunity to be involved in such a wonderful program.
The benefits of the grant can still be seen and will continue to be
seen for quite awhile.

Many employees now have the desire to continue with their training,
thanks to the positive outcome of the grant. "Kudos" to the
instructors for bringing many employees out of their shells.

We had an excellent relationship with Mercer Community College.
Their professionalism and commitment to education was demonstrated
in the outstanding quality of education provided to our employees.
To that degree, we are currently in the process of applying for an
additional grant through the state of New Jersey with Mercer
Community College to be our educators.

Very truly yours,

Donna Cirullo
Human Relations Manager

/bas
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SADAT
ASSOCIATES

INC.
ENGINEERING & ENVIRONMENTAL SCIENCE

116 Village Boulevard
CN 5331
Princeton, NJ 08543-5331
609-987-2500
Fax: 609.243-0120

September 20, 1995

Elizabeth Miller, Grants Officer
U.S. Department of Education
400 Maryland Avenue South West
Building Switzer 4512
Washington, DC 20202-7327

Dear Ms. Miller:

On behalf of Sadat Associates, Inc., I would like to express our thanks to the federal government
for awarding us a federal work place literacy grant through the Mercer County Community
College.

The company was very pleased with the results and the employees who attended the courses very
much improved their presentation and report writing skills. They all wish the grant could be
extended as they have the desire to continue with their training.

The company wishes to thank Mercer County Community College, as an excellent job has been
done by their staff who demonstrated outstanding quality of education and dedication.

AII/ct

Sincerely,

SADAT ASSOCIATES, INC.

aj-
By:

Ahmed Hamidi, Ph.D., P.E. , P.H.
Vice President, Engineering

-11- I .cd
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DACUM CHARTS
SERVICE AND MANUFACTURING ORGANIZATIONS

MERCER COUNTY COMMUNITY COLLEGE

National Workplace Literacy Program
Grant Period: November 1, 1993 - August 31, 1995

Project Number VA198A30142-93
Funded by the US Department of Education
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DACUM
HANN & DEPALMER

WAREHOUSE

DACUM PANEL MEMBERS
Dave Anderson - Inventory Control
Russ Brewer - Pick/Pack, Support

Denise Conover Pick/Pack
Mike Cowell - Production/Assembly, Lead Person
Ivette Davila - Copier/Mailroom, Mailroom Clerk

Gitta Desal - Production
Mark Doan - Pick/Pack, Lead Person

James !kola - Shipping, Assistant Shipper
Ray Kozo - Receiving, Receiver

Madhu Patel - Receiving
Nick Tessler - Operations Manager

DACUM 'FACILITATOR
Raymond Procaccini

Curriculum Developer, MCCC

RECORDERS
Jean Meier

Senior Education Specialist, MCCC
Ave Pollak

Senior Education Specialist, MCCC
Elaine Weinberg

Director, Workplace Skills Project, MCCC

DATE
December 14, 15 and 17, 1993

LOCATION
Mercer County Community College
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TRAITS AND ATTITUDES

Able to put in overtime
Ambidextrous
Common sense
Cooperative
Cross-trained
Dexterous
Flexible
Good attendance
Good communicator
Healthy

Aprons
Bags
Band cutters
Banker
Bubble wrap
Calculators
Cartons
Carts
Chairs
Computer
Copy machine
Corrugated boards
Desks
Electric stapler
Envelope opener

Honest
Independent
Innovative
Intelligent
Leader
Motivated
Open-minded
Organized
Patient
Positive

TOOLS AND EQUIPMENT

File cabinets
Folding machine
Hi/Lo
Hole puncher
Jack (electric and manual)
Knife
Label machine
Labor card
Location tags
Mail meter
Order picker
Packing paper
Paper
Paper clips
Paper cutter
Pens

KNOWLEDGE AND SKILLS

Bi-lingual
Communication Skills
Computers - Word Perfect 5.1,

DOS Shell, Windows
Data Entry
Driver's license
First aid - CPR, BLS
Heavy lifting - lifting up to 70 lbs.
Light construction
Math (+, x, /)
Memory
Operate machines

r

Productive
Punctual
Quality minded
Respectful
Smart
Strong
Team worker
Unbiased
Understanding
Versatile

Printer
Rubber bands
gubber gloves
Rulers
Scales
Scissors
Shrink wrap machine
Skid
Stamps
Staple remover
Stapler
Tacky finger
Tape
Tape dispenser
Tape guns
Time clock

Organizational Skills
Prioritizing skills
Reading - instructions, pick

list, job facket, work
orders, requisitions,
computer printouts

Safety
Time management
Vocabulary
Writing - pick list, procedures,

memos, letters
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TA
V. Filling

A: Hi/Lo Operator. - Pick
1. Receive Kit Picking

Report
2. Locate materials 3. Verifies part numbers,

quantities and weights
4. Retrieve materials

department stagi

I.:Read/scan work order Prioritize tasks
Read pick slip

AP-
Compare and contrast
Interpret arithmetic
information

TDecision making
Readifollow proce

B. Tube labeling

C. Service Operator

1. Read order 2. Fill out time card 3. Change over labels in
machine

4. Put tubes in mac

FRead work order

L
Compute using (+, -, x, /)
whole, fraction and
decimal numbers

Read/follow directions
Proofread
Machine dexterity

Read labels
Read machine ma
Decision making

9:Count tubes 10. Place tubes in box 11. Place box on skid 12. Complete produ
form (supervisor)

FMath - counting whole
numbers

L
Read/follow oral/written
directions
Decision making J

Sequence operation
Read/follow shipment
direction

Math (+, -, x, /)
Writing

1. Clean machine 2. Operate Hi/Lo to lift
paint to hopper

3. Read order 4. Transfer paint In 11

FInterpret cleaning
manuals

LInterpret safety manuals

1 Read operator's manual

9. Inform supervisor of
completion

FInterpretifollow written/ 7
oral directions

Read/follow written
directions

Sequence operatiol
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Accurate
Clean
Efficient
Fast Worker
Flexible
Good attendance

TRAITS AND ATTITUDES

Good attitude
Good color vision
Good communication
Good comprehension
Hard working
Neat

TOOLS AND EQUIPMENT

Adhesion testers
Adjustable wrench
Allen wrench
Binder
Brush/Broom
Calculator
Carts
Cherry picker
Computer/Typewriter
Cutter machine
Cutters
Dispersion gauge
Dust masks
Filling machine
Fork lift
Gloves
Grinder
Hair dryer

Hammer
Hard hat
Hi/Lo
Hole puncher

'Hot plates
Knife
Label machine
Lifts
Light box (color matching)
Magnetic stirrers
Microscopes
Milling machine
Mineral spirits
Mixers
Muller
Oven
Paint scoop
Paper counter
Phone/Intercom

KNOWLEDGE AND SKILLS

Knowledge of all
company machines

Chemistry
Decision making
Filling
Finding locations
Health and safety

Organized
Patient
Prompt
Smart
Team player
Understanding

Pliers
Presser machine
Refrigerator
Safety glasses
Scales
Scissors
Screwdriver
Shrink wrap machine
Socket wrench
Spatula
Spiral
Tables
Tape machine
Thermometers
Towel
Versate machine
Viscometer

Instrument reading
Manual dexterity
Math - x, /, weights, %,

measurements
Milling
Pastel
Problem solving
Read and write English
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DACUM PROFILE FOR
CHEMICAL PLANT OPERATORS

RHEIN CHEMIE CORPORATION

DACUM PANEL MEMBERS

John Cohen,
Mill Operator

Bob Fries
Mill Operator

Larry Jordan
Mill Operator

Jamie Rodas
Mill Operator

Walt Rodenberger
Mill Operator

DACUM FACILITATOR
Nunzio Cernero

Organization Development Specialist
Mercer County Community College

RECORDER
Michael Tovino

Curriculum Developer
Elaine Weinberg

Director, Workplace Skills Project
Mercer County Community College

.....
DATE

June 9 and 11, 1992

LOCATION
Mercer County Community College
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TRAITS AND ATTITUDES

WILL BE:

Adaptable to methods, techniques
Accepting oi working environment
Conscientious
Cooperative
Courteous
Eagef
Flexible

TOOLS AND EQUIPMENT

Air Chisel
All Wrenches
Broom
Calculator
Circular Saw
Clip Boards
Computer
Crowbar
Drill
Forklift
Hammer
Knives
Packing Material

Open-minded
Organized
Self-checking
Self-pacing
Team worker
Willing to accept dangerous

work, environment

SAFETY EQUIPMENT

Packing Table
Pipe Wrench
Razor Knife
Scales
Scraper
Screwdriver
Shovel
Squeegee
Tape
Vise Grip
Wire Brush
Writing Instruments

Boots
Booties
CO2 Extinguisher
Eye Wash
Fire Extinguisher
Glasses
Gloves

Respirator
Sleeves
Shower
Tarbon Cream
White Cap
White Suits

KNOWLEDGE AND SKILLS

READ1NG/WRITING

Forms
Reports
English as a
Second Language

Labels
Terminology
(e.g., chemicals
and plant terms)

Addition
Multiplication
Percentages

(decimal points)

Subtraction
Division
Pounds and Ounces
Grams/Metric System

APTITUDE

Communication Skills
Comprehension
Critical Thinking
Decision Making
Hazardous Materials
Hygiene Rules
Instruments

Lotus 1-2-3
Mechanical
Perform Under Stress
Problem Solving
Read Charts
Safety Rules
Self-Checking
Wordperfect
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The CHEMICAL PLANT OPERATOR runs machinery, mixes chemicals,packs finished product and maintains a safe, clean environment.

The curriculum will include:

GOAL:

The Chemical Plant Operator will
be able to recognize, compre-
hend and interpret a:l written
materials necessary to success-
fully carry out job responsibili-
ties.

TOPICS:

Compare and contrast infor-
mation on formulation card
and other locations
Interpret company terminolo-
gY
Read personal protection
cards
Read schedule ("Pick" tickets)
Read materials/supplies
needed
Read production schedules
(to keep areas supplied)
Read scales (digital, decimals
to 2 places)
Discriminate numeric and
alphabetic differences
Follow directions
Determine similarities and
differences on sheets
Scan sheet
Read MSDS materials
Verify resource/code number
Read and interpret company
communication

GOAL:

The Chemical Plant Operator will
be able to use proper punctua-
tion, spelling, and grammar to
complete correctly any forms,
routine paperwork, and special
reports.

TOPICS:

Complete stencils with ini-
tials, weight, Q.C. number
Complete notetaking (e.g.,
problems on floor)
Complete accident reports
Prepare charts, stencils,
forms, tracking forms
(detailed)
Spell correctly
Classify and label waste
material

GOAL:

The Chemical Plant Operator will
be able to calculate the amount
of supplies needed to mix com-
pounds, weigh and measure
waste materials, interpret word
problems, complete information
charts, interpret graphs, and use
decimals and metric measures as
needed.

TOPICSt

Calculate amount of supplies
Calculate number of boxes
Weigh and measure waste
material
Calculate decimals
Calculate using metric system
- kilograms and grams
Calculate waste proportion
(certain amount waste per
run)
Complete charts, stencils,
forms
Perform word problems
Add/subtract/multiply/divide
Interpret graphs
Use analog and digital gauges



TECHNOLOGY IN THE
WORKPLACE

GOAL:

The Chemical Plant Operator will
be able to comprehend chemical
processes and procedures,
understand and apply safety
procedures in the workplace,
read gauges, inspect cooling
lines, equipment, raw materials
and finished products, and sepa-
rate ..ind contain hazardous and
nonhazardous waste.

TOPICS:

Interpret temperature gauge
Interpret fahrenheit
Understand MSDS chemical
reactions
Recognize hazardous/nonhaz-
ardous waste materials
Select proper waste contain-
ers
Select proper fire equipment
Check dispersion/elasticity
Determine properties of elas-
ticity and viscosity
Determine proper cleaner for
each chemical
Predict chemical reaction
Inspect water line

ORAL
COMMUNICATION

GOAL:

The Chemical Plant Operator will
verbally and nonverbally interact
with workers at all levels of the
organization, and develop skills
in the areas of active listening,
giving and receiving instructions,
discussing work/job needs/require-
ments, and perform as a team.

TOPICS:

Listen, ask questions (super-
visors, warehouse co-workers)
Tell workers what jobs to do
(give directions/instructions)
Communicate with supervisor
(verify changes/material/
process)
Communicate variations of
procedures to workers
Oral communication of
changes (e.g. safety)
Communicate basics of the
job
Communicate with production
and shift managers, lab, and
leadman from other shifts,
peers
Communicate with leadman
or shift supervisor for sup-
plies

PROBLEM SOLVING

GOAL:

The Chemical Plant Operator will
develop the input/output skills
necessary to effectively use the
computer system.

TOPICS:

Keyboarding skills
Data entry skills
Prism system
Print/store hard copy

PROBLEM SOLVING'

GOAL:

The Chemical Plant Operator will
be able to state the problem,
identify and test alternatives,
select the best solution, imple-
ment action and evaluate results

TOPICS:

Make hypotheses/draw con-
clusions
Decision making (priorities,
materials)
Set shift schedules
Check and correct weight dif-
ferences
Make visual discrimination of
contamination in bags
Adapt procedures to immedi-
ate circumstances/improvise
judge validity of formulation
cards
Determine how to separate
waste
Make visual check of pellets
for specifications and contam-
ination

'ENGLISH AS A
SECOND LANGUAGE

GOALL
The Chemical Plant Operator will
be able to speak, understand
and communicate in English in
order to function effectively, effi-
ciently and safely in the work-
place.

TOPICS;
Follow English directions
Communicate problems in
English
Write/read English
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TRAITS AND ATTITUDES

Able to handle stress
Able to lift amounts of weight
Calm
Clean
Common sense
Conscientious
Cooperative
Durable
Flexible
Gets along with others
Good attitude
Good mental condition
Good physical condition
Intelligent

Knows factory etiquette
Manual dexterity
Mechanical
Punctual
Safety conscious
Self empowered
Tactful
Team player
Clean
efficient
Fast Worker
Flexible
Good attendance

Good attitude
Good color vision
Good communication
Good comprehension
Hard working
Neat

Organized
Patient
Prompt
Smart
Team player
Understanding

KNOWLEDGE AND SKILLS

Knowledge of general physics theory-Vacuum system
Math (+,-,,11, spatial relationships, S.P.C.)
Measurement /Weight on scales in pounds, digital readings (grams - for color percentage)
Mechanical
Read and write in English
Safety rules
Understand differently types of resins

Tools/Equipment
Box machine
Boxes
Calculator
Caliper-digital
Cart
Clipboard
Computer
Drum hand truck
Drum tumbler
Ear plugs
Fork Lift
Goggles

TOOLS AND EQUIPMENT

Grinder
Hand lift truck
Knife
Ladder
Long hooks
Mask
Oven
Platform lift
Purge cart
Purge pan
Robots
Safety shoes
Scales

Screw Driver
Stand
Stapler/staples
Stopwatch
Strap Wrapper/Strap wrapper

machine
Stripper knives
Tables
Tape gun/tape
Testing rod
Tray
Twine
Vacuum system


